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Has automation outmoded standard clerical skills? Two views....p.11 
,; For ambitious executives: how to go after that “better” job .....p. 14 
“| Punched cards or paper tape? Two data input tools compared... p. 22 
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Break through the i { 


paper work barrier! 


Weary of complicated, time-consuming and _ profit-robbing 
paper work? Call a business forms expert, a Reynolds & 
Reynolds Representative. Let him show you how to eliminate 
deadwood paper work . . . simplify existing forms . . . design 
and coordinate new forms into an efficient, integrated system 
that will cut your overhead. 


Reynolds & Reynolds Representatives are backed by highly 
specialized business forms printing plants plus an experienced 
business forms and systems design team. 


Call a REYNOLDS & REYNOLDS REPRESENTATIVE 
today .. . offices in most principal cities . . . no obligation! 


The Reynolds & Reynolds Company 


DAYTON, OHIO « CELINA, OHIO « DALLAS, TEXAS * LOS ANGELES, CAL. 


BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 
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Now business machines can “talk” over telephone lines 


DATA-PHONE service makes it possible. It’s the new Bell System development that lets you 
send business data over regular telephone lines, at regular telephone rates. DATA-PHONE 
service converts either card-punched or taped data into a special language which can 
be sent by telephone at speeds up to 1600 words per minute. It speeds data collections 
from branches, improves customer service, promotes more efficient, more profitable opera- 
tions. Like to know more? Just call your Bell Telephone Business Office and ask for a 
Communications Consultant. He’ll bring you 
complete details. No obligation, of course. 
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9 WAYS THE MOORE MAN CAN GIVE YOU A HAND 


1.CONTROL Your system procedures should be tailored 
to give you a firm grasp of every operation — this means 
control! The Moore man can help reduce waste by anal- 
ysis, by flow-charting and by designing a system for 
control and for results in 2. Cost, 3. Savings, 4. System, 
5. Speed. You build control with Moore Business Forms. 


An extra ‘employee’ working for you — Which forms should 
you have? The Moore man isn't limited — he can furnish 
any forms construction. He knows systems and data 
processing equipment. He’s backed by Moore’s research 
teams who are at work designing the forms of the future. 


Moore’s plants are located near you for fast service. 


MOORE BUSINESS FORMS 
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Moore Business Forms, Inc. + Niagara Falls, N. Y. + Park Ridge, Ill. + Denton, Tex. » Emeryville, Calif. Over 300 offices and factories in North America. 
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following magazines, with their date of 
founding: Office Management, 1940; Amer- 
ican Business, 1930; System, 1900; and Busi- 
ness Equipment Topics, 1905. 


Published Monthly by 
GEYER-McALLISTER PUBLICATIONS 
Andrew Geyer-McAllister, Inc., Est. 1877 
212 Fifth Ave., New York 10, N. Y. 
MUrray Hill 9-4411 


PUBLISHER 
Donald McAllister 
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This is the key-punch room at 
the Hertz Corp. in New York. 
Here, data is prepared for the 
firm’s accounting and _ financial 
operations. Such mechanized ac- 
counting systems are becoming 
popular in business (see p. 52), 
but antiquated bookkeeping lives 
on (see p. 32). 
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Circle No. 39 on Reader Inquiry Card) 


November, 1961 
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FEATURES 


Are standard clerical skills suited to 
today’s automated offices? 


Two executive opinions on a vital business issue 
By Richard Kelly and Clayton M. Nicholson 11 


Here’s how to go after that job you want 


There must be a method to your quest 
By Arthur R. Pell 14 


Punched cards? paper tape? 


These data input tools are compared and analyzed 
By Raymond Dreyfack 22 


Does accounting make sense? 


Accountants are still relying on a medieval concept of bookkeeping 
By R. G. Martin 32 


Quit the truck business 


The lowdown on leasing—truck fleets without owner problems 
By O. K. LeBron 36 


DEPARTMENTS 


Office design 


Recent trends in executive offices 
By Frank G. Lyons 42 


Tools of the office series 


EDP accounting equipment 


By Lawrence Victor 52 
Automation in the office 76 
Editorial 90 
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. VV AS i Short thoughts on big and little topics in\ ma 


How to motivate employees 


“... Employees, if and when reasonably paid, want attention and recognition 
more than anything else,” stated A. J. Vosskuhler, an International Harvestet 
industrial relations manager, at a recent records management conterence. 
According to Mr. Vosskuhler, here are some ways to satisfy this need, and in 
doing so, inspire workers to do their best for you and your company: (1) Hold 
weekly staff conferences. Bring your people into the job of running the business 
by seeking their counsel and help, (2) Keep your employees busy. If they do 
not have enough work to do and are not kcpt reasonably busy, you will find 
them reluctant to help you in your cost-reducing programs because of the fea 
that they might well be cutting themselves out, (3) Arrange periodic personnel 
reviews with your people. This will help in dealing with their problems by 
permitting man-to-man chats on employee progress, productivity, and othe 
cost-related matters, (4) Follow up on each new employee. Check to see il 
he is properly placed, if he is productive, and if he is likely to grow and become 
an asset or depreciate into a liability, and (5) Tell employees what then 
equipment costs to purchase and maintain. Build up a pride attitude by giving 
them the tools to keep their equipment clean and in operation. 


Plights and blights of college recruiters 


Company recruiters of college graduates face the same problem as college 
admissions officers. They must make more offers than they expect to be accepted 
in order to meet their quotas. The ratio of campus interviews to men actually 
hired is about 30 to one. These facts came to light at the second annual Seminai 
on Recruiting College Graduates conducted by the Institute of Occupational 
Research. 

Meanwhile, George S. Odiorne, director of the University of Michigan's 
Bureau of Industrial Relations, laments that company recruiters often reject 
the liberal arts graduate. Mr. Odiorne says, “Despite the lip service which many 
senior company officers pay to the hiring of liberally-educated men, it is the 
professionally trained person — the accountant, the engineer, the lawyer, the 
statistician who gets the most attractive job offers. This has a tangible effect 
upon course registration in the more academic subjects, and especially in’ the 
classics and literature — the arts courses which have as their objective the making 
of a better man who can perform as a citizen of a free society, rather than just 
as a good employee.” 


So, you think you’re underpaid? 


A prominent New York psychiatrist, Dr. Charles W. Socarides, claims that 
most executives are not underpaid, but think they are. Subconsciously, a man 
knows what he can accomplish on the job and also what his achievements are 
worth to the company. Consciously, however, he may well exaggerate, not his 
talents and skills, but his capacity for getting work done, and he wants to be 
paid on the exaggerated scale. 
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| BM Small Business Administration 


studies reveal a surprising lack ol 
training in accounting and finance 
among executives of established, 
successful firms. As a result, many 
opportunities to expand profits and 
cut losses are missed. The logical 
solution: some formal courses in 
finance lor top management, 


B One out of every five companies 
listed on the New York Stock Ex- 
change offers some form of stock ac- 
quisition plan for general em- 
plovees. 


BH othe Department of Labor re- 
ports the white collar force in the 
United States grew trom 24 million 
in 1955 to 28 million in 1960 and 
is expected to reach 37 million by 
L970. 


HM The Blaw-Knox Co., of Pitts- 
burgh, recently discovered that the 
cost ol paper clips, unused) paper, 
rubberbands, pencils, etc., waste 
lully discarded in its offices amounts 
to S150 daily, or $36,000 for a 240- 
day working year. 


HB Only one worker in 10. retires 
because he has reached the manda- 
tory age limit. Most are forced into 
early retirement because their com- 
panies either move or cut personnel. 
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Did you know... \ 
THIS EXCLUSIVE Handy Reference Date Feature 


(For example 7/5 62 for July 5, 1962) i 
is available only on Keith Clark and ] 
/ 


Defiance Calendars. 


Complete line of Desk Calendars with 
bases in attractive decorator colors. 


Order from your Stationery Supplier or write 
for FREE catalog and name of nearest dealer. 


Keith Clark & Defiance 
Calendars 
Manufactured by — 
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KEITH CLARK, Inc. 


1451 Broadway 
New York 36, N. Y. 


Phone: LAckawanna 4-4895 
(Circle No. 11 on Reader Inquiry Card) 
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Planned paperwork doesn’t begin in the office where source records 
are translated into more complex documents. Instead, it begins where 
source data are created—on the factory floor, at the retail counter, 
in a sales office. It begins by collecting source data in such a way 
that subsequent processing is made simpler and produces more in- 
formation for management. Only Standard Register offers all major 
methods of capturing data right at the source. Check into these vari- 
ous methods. What may now be a neglected area in your paperwork 
planning can become the source of added management control. 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
Business Forms and Forms Handling Equipment for Paperwork Simplification 
(Circle No. 56 on Reader Inquiry Card) 
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B Letters to BMY 


To the editor: 
We have been greatly interested 
in and impressed by the editorial, 
“We Join the Parade,” which ap- 
peared in the April, 1961, issue of 
Office Management and American 
Business (AM’s former title) . 
Our sales program is predicated 
on the knowledge that customers 
tend to separate the activities of 
their organization into categories, 
such as Sales, Purchasing, Adminis- 
tration, Credit, etc. Your article 
most effectively sets forth the case 
for increasing the importance of the 
administration phase . . . 
G. G. Creal, Vice-President 
Western Union Telegraph Co. 
New York City, N. Y. 

To the editor: 

With reference to my manuscript 
which appears in the September 
issue of your magazine (“Better 
Teachers, Better Typists”) , | would 
like to correct the footnote in con- 
nection with me. 

I owned and operated my own 
school for over 10 years in Canada, 
but since coming to Chicago have 
worked as an executive secretary 
for the Director of Operations ol 
Goldblatt: Brothers, Inc., and am 
teaching typing classes in the eve- 
ning school of the Central Y.M.C.A. 
here in Chicago. : 

In my 45 years’ experience, if I 
worked in an office during the day, 
I taught evening classes, or con- 
versely, if I were teaching during 
the day, I did temporary office work 
—just so that I kept up-to-date in 
both areas. 

Eunice E. Crooks 
Chicago, Illinois 


To the editor: 

I was delighted to read in your 
September, 1961, issue of Adminis- 
tratwe Management, an article en- 
titled, “Where Zeal—Not  Experi- 
ence—Counts.” 

It is certainly a delight in this evil 
day to read of Christians living like 
Christians! . . . If everyone worked 
like these people, we would not 
have any trouble with labor and 
management, either. 

Mrs. Earl Geer 
Cartersville, Georgia 
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tout it's not foo late to see the MOST UNUSUAL. 
Christmas gift-giving idea har ERESENTED 74 
and THIS IS IT! | 


our cusseielilies » willl call to say THANK You” for 

_ this unique and wonderful remembrance and thereby 
open the door to ADDITIONAL SALES. Even your — 
employees and friends will show their appreciation in — 
the many 1 se ONY Bee. + eae Pens in 


you'll surely want to see this unusually practical, sen- _ 
sationally simple and refreshingly different way of | 
saying “THANK YOU” to the people who are | 
. MPO TO YOU AND WuR COMPAN Y. 


write TODAY ror 
MORE INFORMATION ABOUT = 

iis PRESTIGE ~ idan 
GIFT-GIVING IDEA! cy tet Ste 


Att: Title 


Please send further information about your 1961 Gift Bookard program. 


Name of Company 


We use approx.__ Gifts in the $7.50 to $100.00 price range. 
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THIS CONCERN offers complete 
recious metal refining services 
acked by fifty years of experience. 


JOHN OPALKA, TREASURER of 
Williams Gold Refining Company. 


“Our NCR Accounting System 


Saves uS‘0,600 a year... 


returns 90% annually on investment!” 


— Williams Gold Refining Company, Inc., Buffalo, N.Y. 


“Our NCR Accounting System has 
streamlined our entire accounting 
operation. It has replaced an out- 
dated hand method and is currently 
saving us several thousand dollars a 
year in time alone. 

“The System handles all invoic- 
ing, accounts payable and receiv- 
able. It eliminates overtime, simpli- 
fies our auditing, and provides faster, 
more accurate information than we 
ever received before. These benefits 


have been a great help in providing 
better, more profitable business 
control. 

“Our NCR System saves us $5,650 
a year. It returns 90°; annually on 
our investment! We feel it is a worth- 
while investment for any business.” 


fiat te 


Treasurer 
Williams Gold Refining Company, Inc. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
1039 OFFICES IN 121 COUNTRIES * 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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(Circle No. 41 on Reader Inquiry Card) 
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THIS NCR SYSTEM pays for itself in less than two years. 


Your business, too, can benefit from the 
many time- and money-saving features 
of an NCR System. NCR's pay for 
themselves quickly through savings, 
then continue to return you an extra 
regular yearly profit. NCR world-wide 
service organization will protect this 
profit. Ask us about the NCR Mainte- 
nance Plan. (See the yellow 
pages of your phone book.) 


NOR eratmar 


ACCOUNTING MACHINES 
ADDING MACHINES © CASH REGISTERS 
ELECTRONIC DATA PROCESSING 
NCR PAPER (NO CARBON REQUIRED) 
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Administrative 
Management 


November, 196 


ARE 
STANDARD 
CLERICAL 
SKILLS 
SUITED TO 
TODAY’S 
AUTOMATED 
OFFICES? 


YES! says Richard Kelly, vice- 
president of the Kelly Girl Service, 
Inc. “We have discovered among 
the 70,000 women we employ that 
those with the so-called old-fash- 
ioned skills have the ideal back- 
ground for turning to the demands 
of the automatic age.” 


NO! says Clayton M. Nichol- 
son, chief operations officer of the 
corporate trust department, Chemi- 
cal Bank New York Trust Company. 
“Personnel changes are not needed 
to meet the demands of automation. 
Rather, the workers’ skills must be 
elevated.” 


Is she out of date? 
Turn page and decide 
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By Clayton M. Nicholson 


NTELLIGENCE, initiative, and 

competence are going to be the 
criteria most important in selecting 
office workers in the future, just as 
they have been in the past and are 
today. Routine accuracy and con- 
formance to the procedural de- 
mands of a system may be required, 
but the ability to recognize the non- 
standard—the exception—always has 
and always will be the essential 
characteristic of a good employee. 

Personnel changes are not needed 
to meet the demands of automation. 
Rather, the workers’ 
skills must be ele- 
vated. Management 
is responsible — for 
providing the plans 
and facilities that 
will train workers in 
the new techniques 
necessary to operate 
successfully under 
automated systems. 

Firms that decide 
to automate are 
faced, almost imme- 
diately, with the necessity of making 
a decision as to whether they will 
hire trained electronic technicians, 
programmers, operators, etc., and 
teach them the intricacies, psychol- 
ogy, and purposes of the business or 
provide the necessary specialized 
electronic training to their own 
personnel, who already know the 
particular business involved. 

Although we are only in the entry 
stage of automation, there are sul- 
ficient cases of first-hand experience 
from which to draw some conclu- 
sions about the proper approach. 
Some firms. have tried both ways 
and report that the better plan is 
to train the people who already 
know the business. In my own end 
of the banking business, we have 
decided this is to be our policy. 

It appears that the preponderance 
of successful automated companies 
have provided training to their own 
personnel. By taking this route, 
they have at least provided proper 


12 


NO! 


Mr. Nicholson is a graduate of the Uni- 
versity of Oklahoma. He also holds a 
Master’s degree in accounting from the 
City College of New York. Before joining 
the Chemical Bank, he was a_ business 
consultant with Ebasco Services, Inc. 


psychological background that will 
help them to gain the acceptance 
and enthusiasm of all their workers 
for the new system. 

The only thing that office work- 
ers “have to fear is fear itself” — 
that and the fact that some manage- 
ments may not adopt the course of 
training and upgrading workers in- 
ternally, Factory workers have cer- 
tainly been able to keep pace with 
technological improvements in the 
production and processing phases ol 
industry. Is there any logical reason 
to tear that ofhce workers 
cannot do exactly the same: 

All of us have the inherent 
capacity to perform more 
difficult and more intricate 
assignments. We need only 
the opportunity, motivation, 
and training. The need for 
mechanization to meet com- 
petition and offset creeping 
inflation in business costs 
will provide the opportunity; 
management can and must 
provide the motivation and 
training. Factory labor has with- 
stood, kept pace with, and been 
bettered by industrial revolution. 
Clerical staffs will do likewise. The 
advent and perfection of the type- 
writer, and other related machinery 
resulting therefrom, had a profound 


Corporate Trust Officer 
Chemical Bank N. Y. Trust Co. 


ellect on clerical processes. The office 
stall at large has certainly survived 
this upheaval, and it will meet the 
challenge of automation. 

Automation will bring higher 
salaries to all offices, as a conse- 
quence of the new skals that are 
required. “Those directly involved 
with computer operations must be 
trained thoroughly in computer 
techniques and also be equipped 
with a thorough knowledge ot the 
related business process, its content, 
psychology, and objectives. 

Those workers in fringe areas 
before input and after output must 
be trained to produce infinitely 
more accurate Input data and audit 
output with more awareness than 
has heretofore been necessary. They 
will need to be helped by more 
scientific quality control than typical 
offices now exercise. The auditor, 
or examiner, of output will have to 
review output with a considerably 
augmented knowledge of what has 
happened to data during prepara- 
tion, input, and_ processing. 

Certainly, the wages of the com- 
puter technician will always be 
higher than those of the average 
clerical worker. Now, a shortage ol 
technicians in practically all ranks 
and levels of computer oper- 
ation has temporarily forced 
a higher wage than is neces- 
sary from a long-run stand- 
point. As computer manutfac- 
turers simplify programming 
and operating requirements, 
and as training by industry 
relieves this shortage, the 
wages of computer techni- 
cians will probably settle at 
some point between their 
presently inflated level and 
the average clerical wage. Of 
course, the wages of all workers will 
gradually rise, as was stated above, 
because of the increased production 
(at proportionally less cost) made 
possible by the introduction of auto- 
mated systems into both the office 
and factory. 7 
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By Richard Kelly 


HE OVERWHELMING growth 

of automation in the office 
equipment field has brought two 
disturbing — and yet unjustified - 
sources of fear to the attention ol 
Kelly Girl Service, Inc. Many em- 
ployers believe they need a wholly 
new type of employee, one with 
higher type skills, to operate the 
machines of this automatic age. 
They fear that women trained in 
the “old-fashioned” skills are obso- 
lete. 

Ihe same fear lies within the 
women themselves. They think the 
knowledge they have of typewriting, 
billing, etec., is no longer necessary 
where automation appears. 

Experience has taught us that 
both these opinions are unfounded. 
We have discovered among the 
70,000 women we employ that those 
with the so-called 
old - fashioned _ skills 
have the ideal back- 
ground for turning 
to the demands of 
the automatic age. 

True, the new of- 
fice equipment re- 
quires different train- 
ing, but most of it 
requires considerably 
less training than 
the two or three 
years needed to be- 
come an expert stenographer and 
typist. Though new machines often 
carry complex names, most of them 
are comparatively simple to operate. 

We have found that a girl with 
good standard skills can learn to 
operate the average office machine 
in a matter of hours. I seriously 
question the contention that a key 
punch machine operator is a more 
highly skilled person than a typist. 
We have found, in thousands ol 
cases, that this is not true. Time 
after time, we have trained a typist 
to become a key punch operator in 
half a day. 

Salaries have increased in the 
automated areas, but as a result of 
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TO TODAY’S AUTOMATED OFFICES? 


YES! 


Mr. Kelly graduated from North Carolina 
University with a B.S. degree in com- 
merce. In 1946, he and his brother, Rus- 
sell, established Kelly Girls, Inc., a na- 
tionwide office employee service that 
grossed $20,000,000 in the past year. 


the present supply and demand of 
these specialized skills, rather than 
because of the skills themselves. 
For example, because the demand 
lor key punch operators is still 
great, they can expect higher pay 
than the average secretary. Once the 
supply of key punchers equals or 
surpasses the demand, they will be 
no higher paid than the secretary. 
We actually believe that automa- 
tion is a boon to business because 
it reduces the amount of know-how 
necessary on the part of the indi- 
vidual. Most automated systems are 
designed so that the individual 
handles the basic and most ele- 
mentary Operation; electronic ma- 
chines do all the complicated work. 
For example, compare the 
manual payroll clerk to the 
automated payroll worker. 
The manual worker must 
know and understand — the 
calculation of all taxes, de- 
ductions, etc., while in an 
automated system, the girl is 
involved only in) punching 
very simple source material 
into a card or tape, which is 
then fed into a machine 
that performs the required 
calculations and deductions. 
It is human nature for people to 
resist change and fear what they do 


Vice-President 
Kelly Girl Service, Inc. 


not know or understand. Because 
ofice workers, particularly women, 
do not know or understand the 
principles of automation, they are 
fearful that they won't “fit” into 
this electronic ofhce era. This is 
change, and being uninformed, they 
will resist. 

The problem is not new. Man- 
agement has been faced with it for 
vears. Education is the answer. We 
must eliminate the erroneous con- 
ception that all phases of automa- 
tion are complicated, 
To be sure, the peo- 
ple who program 
and operate our 
computers must be 
highly - trained spe- 
cialists, but it is im- 
portant that we dil- 
lerentiate between 
input and output. 
The output of a 
computer is the re- 
sult of highly tech- 
nical and compli- 
cated calculations, but our office 
lorce is involved only to the point 
of input. Computers only respond 
to simple commands directed to 
them through the media of input 
(punched cards, paper tape, or 
magnetic tape), and this is what 
concerns our “automated” office 
worker. 

Punched cards are produced by 
key punch operators from basically 
the same source documents 
that have always been used. 
Paper tape and magnetic 
tape can be produced as a 
by-product of normal every- 
day office machines, such as 
typewriters, calculators, book- 
keeping machines, adding 
machines, etc. Almost every 
office machine manufacturer 
now markets accessory equip- 
ment which enables tape to 
be produced in the course of 
normal operations. Office 
workers can be trained to use this 
equipment in a matter of hours. 
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High up now, but 


HERE'S HOW 


Where there’s a will 


By ARTHUR R. PELL 


AFTER 20 YEARS on the job, 
Jonathan Morgan, breadwinner for 
a family of five, unexpectedly found 
himself unemployed. When Consol- 
idated ‘Typewriter merged with the 
giant Tycoon Othce Machines Cor- 
poration, Morgan thought it might 
be his big break. He had risen to 
the position of office manager with 
the smaller company, but could go 
no further. He had anxiously 
awaited the merger because he 
thought he would move ahead in 
a larger organization. Instead, his 
job was eliminated when the offices 
of Consolidated were moved to ‘Ty- 
coon’s headquarters. Now, he was 
laced with a frightening problem. 
He had to find a new job. 

Seeking and landing a job is a 
job in itself, and Jonathan—like 
most people—never had much ex- 
perience doing it. He had joined 
Consolidated right out of college 


and spent all of his working years 
with them. 

He soon discovered that finding 
a job requires much care and prep- 
aration, The job seeker must know 
how to search for what he wants. 
Naturally, luck can help him a lot, 
but he would be foolish to sit back 
and rely on Dame Fortune exclu- 
sively. He must be prepared to 
solicit leads and take advantage of 
the ones that develop for him. 
The first step is a good resume. 
This can be compared to an ad. It 
is the come-on piece designed to 
make the potential employer inter- 
ested enough in the job hunter's 
background to call him in for a 
personal interview. A poorly com- 


ARTHUR R. PELL is a vice-president of 
Harper Associates, New York personnel 
consultants. An author of books on per- 
sonnel management, he also teaches this 
subject at the college level. 
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Vv 10 GO AFTER THAT JOB YOU WANT! 


ll fiere’s away, but you must have a method to your quest 
posed resume will often discourage — responsible) position, and after giv- — mentioning them in your covering 
a prospective employer from seeing ing the job tithe and company, letter rather than in your pre- 
b. an applicant. concisely state your major functions. — printed resume, which cannot be 
ae The most common type of resume — Do the same for all the significant — changed without erasures. 
- is a simple chronological history of positions you have held, preferably It is reasonable to request 10 to 20 
iL a person's background. Jonathan — in chronological order from the — per cent more than your latest sal- 
* Morgan prepared such a resume. — most recent to the least recent. ary. If you go much beyond this, 
-. He started with his schooling and If you are applying fer a job — you probably will not get the job 
ht covered every year of his life from — which has definite specifications, it you're after. 
nes the first grade up. This narrative pays to tailor your resume to fit the 
th took six pages of single-space typ- job. Don’t prevaricate, but empha- _—_ Gireulating resumes 
ae ing, including a full page descrip- size those phases of your background ; : 
i tion of his original duties with which are most pertinent to the job Now that he had been straight- 
me Consolidated as an accounting — requirements. ened out by the personnel consult- 
ms clerk. In most cases, however, it is best ant, Jonathan Morgan quickly 
" Morgan spent time and money to have a general resume. You weer 3 oe and had it 
- typing this biography and having = should have a good number of duplicated. His next problem was 
Ve it duplicated. He mailed it to many — copies printed, so that one is always — t0 gel Copies into the hands of gf 
on companies, box-number ads, and available when vou need it. tential employers. This he did by 
= emplovment agencies, with no re- Do not enclose a photograph with pursuing the following avenues: 3 
sults. It was not until weeks latet a resume. No matter how good a | Personal contacts: Mest o 4 
‘ irretrievably lost weeks that he de- photo is, it only shows you as you resume with a brief covering letter 
ke cided to discuss his situation with _— for one "te “ your life. about his situation to companies he 
%- a personne! consultant, The con- It is only a two-dimensional sketch had become familiar with through 
ed sultant immediately asked to see his which may thd the ne eater: his last job. He also wrote to trade 
Be resume. pletely wrong impression. He could acprintion éliwees in the Geld 
val “If you were a comptroller, per- consciously or sub-consciously form 
sonnel director, or general manager an unfavorable opinion about you 2. Related Industries: He looked 
1 would you take the trouble to read from the photo. He may think you — up the names and addresses of all 
p- a closely - typed, six-page — letter look too serious, too flippant, cruel, other companies within his field of 
as mailed to you by a stranger?” asked — smug, stupid, shifty, insincere, etc., | experience and sent them resumes. 
i the consultant, after skimming and even refuse to grant an inter- — This was the covering letter he sent 
xt. through the resume. view because of this first impression. with the resumes— 
-k Jonathan then realized his A human being is not a_two- 
a resume was full of superfluous de- dimensional photo, but a four- Dear Mr. Adams: 
. tails. He asked the consultant for dimensional complex. In person, he Has your company the need for 
of some suggestions, manitests a third dimension through a well-rounded office administrator 
expressions and movements. His with 20 years’ experience in the 
* Composing a resume fourth dimension is his personality. — office machine industry? 
It A photo can never show this. Don't The enclosed resume will give 
ne In essence, this is what he learned let a potential employer judge you you a summary of my background 3 
oe about resumes. They can be too without seeing you. If your back- which I believe would make me a . 
ie short, as well as too long. A good ground = (specified in a photo-less valuable asset to your staff. 
‘ rule of thumb in writing one is to resume) fits his job, he will arrange May I have the opportunity of 
o remember an_ effective resume an interview in order to see what discussing this with you? 
Should cover the highlights of the — you are like. 
ip applicant’s background in enough It is wise to leave salary require- 3. Employment Agencies: He se- 
= detail to make it clear what he has ments out of the body of your lected the agencies in his area which 
se done that will make him valuable resume because it is quite possible — handle administrative — personnel 
iis to a prospective employer. they will vary. You can adapt your and mailed out resumes to them. 
Start with your latest (or most salary requirements to the job by He also mailed some to leading 
NOVEMBER 1961 15 
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Only 1 clerk handles 


OODOO swecordle 


ViSIrecord’s split-second record location has gained inter- 
national recognition as “the world’s fastest record-keeping 
system.” 
ViSIrecord speed and convenience, with operator in com- 
fortable seated position, minimizes floor space requirements, 
‘ operator fatigue — with increased productivity and accuracy. 
Information needed by customer or staff is instantly avail- 
able at clerk's fingertips. Searching is eliminated, reducing 
telephone tie-ups. More inquiries are handled faster with 
less personnel. 
Result: — Improved customer, and staff efficiency. 
Your ViSlIrecord Systems Specialist is ready and able to 
is provide proof of accomplishments achieved by thousands of 
satisfied customers. 


we 


Meanwhile write for Case Histories and list of satisfied 
companies in your industry. 


sslrec0,, 


ia ViSlrecord, inc. 


375 PARK AVENUE, NEW YORK 22, N. Y. 


© 1961 Visirecord, Inc. 
Systems Specialists in Principal Cities 
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That job you want! 


... continued 


agencies in distant cities that inter- 
ested him as possible spots for relo- 
cation. 

4. Ads: Naturally, he followed 
the ads in local and trade papers. 
He also placed a_— “situations 
wanted” ad in the most pertinent 
trade paper. 

5. Executive Recruiters: He 
tapped the newest source of execu- 
tive personnel placement, manage- 
ment consultants specializing in 
executive recruitment for large 
companies. Unlike employment 
agencies, these recruiters do not 
charge job applicants a fee for their 
services. Their fees are obtained 
from the companies for whom they 
recruit. They concentrate on search- 
ing for and screening men in the 
$12,000 (plus) category and are 
constantly looking for ‘administra- 
tive personnel, such as comptrollers, 
systems and procedures managers, 
office managers, etc. However, they 
usually work with very specific job 
requirements and find, that in order 
to meet them, they must often 
“steal” their man from one of their 
client’s competitors or a company 
in a closely related field. Statistics 
issued by some of these organiza- 
tions show that less than five per 
cent of the personnel they place are 
applicants who apply directly to 
them. 

6. Executive Job Counselors: Jon- 
athan visited a job counselor who, 
for a substantial fee, appraised his 
resume, submitted him to a battery 
of aptitude tests, and then promoted 
him to prospective employers in a 
direct mail campaign. 

7. 404+. Clubs: Since he was over 
40 years of age, he was eligible to 
join the nearest 40+ club, a non- 
profit group of executives who are 
not employed and help each other 
find job leads. 

Through these seven sources, 
Jonathan Morgan received a goodly 
number of requests for interviews 
from interested companies. When 
he went on these interviews, he 
wisely remembered that, like a 
salesman, he was selling a product 
.. . himself! 

In line with this thinking, he 
prepared himself to answer all 
types of queries, ranging from the 
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What makes ordering Hammermill 
Graphicopy Papers so easy ? 
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Or the Hammermill Graphicopy Paper 
Selection Guide. With this handy chart 
you simply (1) find your item on the com- 
plete list of papers for office printing 
and duplicating, (2) phone your nearby 
Hammermill supplier, (3) give him the 
Graphicopy stock number and the quantity 
you want. 


What number? 10-004, for example. 
That stands for Hammermill Bond, 8!> x 
11, white, substance 20. No need to men- 
tion the grade, size, color or weight of tl’ 
paper you want. Just the number. 


The time-saving HGPSG can be used 
as a wall chart or file folder. Ask your 
Hammermill supplier for your free copy, 
or attach the coupon below to your business 


letterhead and mail to the Hammermill 
Paper Co., 1471 East Lake Rd., Erie 6, Pa. 
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How to go after that job you want! ... 


subjects ol 
education 
activities. 
Certain questions were asked by 
every interviewer. They all wanted 
to know why he lett his previous 
job and what kind of work he was 
doing, despite the fact that this was 
explained in his resume. He an- 
swered each question frankly, pa- 


work experience and 


to home life and social 


continued’ 


tiently, and with as few words as 
possible, carefully avoiding unnec- 
essary verbiage. 

Just as a salesman must size up 
his prospect, so must an applicant 
analyze each interviewer. Jonathan 
did so. If the interviewer was the 
type who likes to talk, he listened 
intently and did as little talking as 
possible. This kind of interviewer 
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“PACKAGED” FILING 


UNIQUE PORTABILITY 
_,..documents are in handy boxes. 
NEW FLEXIBILITY 
... simpler to change and expand. 
DOLLAR SAVINGS 
...in equipment cost, clerical time. 


UNIT BOXES hang on 
cross-rails, package docu-7 
ments for fast transfer or§ 
work at desk. 


Ba 
CREATE SPACE where™s 
you need it simply by slid- 
ing boxes of documents | 
along rails. 


UNIT SPACEFINDER’, an exclusive, revo- 


lutionary filing system, provides unequalled SPACEFINDER 
flexibility with unprecedented speed. BROCHURE 

The unique hanging box, combined with 
a sturdy, free-standing frame, is the secret 


of the system’s success. 


Boxes, which slide back and forth on rails 
and can be carried anywhere, ‘‘package’’ 
documents for most efficient finding and fil- 
ing ever known! *Pats. Pending. 
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HOME OFFICE: 995 MARKET ST. 
SAN FRANCISCO 3, CALIFORNIA 
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sell himself on an 
flatters him by 


well 
who 


may very 
applicant 
“listening.” 

If the interviewer was the silent 
type, Jonathan carried the conver- 
sation, stressing his strong points 
weak 
But, he was careful not to “oversell” 
himself and 


and glossing over his ones. 


create a bad im- 
pression. 

Jonathan acted enthusiastically 
during each interview. He knew 
from his past experience with Con- 
solidated that it is best to show you 
are interested in the job and_ the 
company. He asked the interviewer 
questions about the company to ex- 
hibit his interest. 

Closing the interview is the pre- 
rogative of the interviewer, so Jon- 
athan followed the interviewer's 
lead in this respect. He didn’t want 
to lose a chance for a good job by 


talking too much at the wrong time. 
Following up an interview is al-’ 


most as important as the resume 
and interview itself. Jonathan's 
practice was to write a short note 
thanking the interviewer for his 
He did this as soon as 
possible after the interview. Here 
is how one read— 


courtesies. 


Dear My. Adams: 

Thank you for the courtesies ex- 
tended to me at our meeting yester- 
day afternoon. 

Tam certain that my background 
and experience in managing an 
office and handling administrative 
problems those your 
company faces will qualify me for 
the Office Manager's position in 
your company. 


similar to 


In this way, he was sure to be 
remembered by the interviewer, 
who was probably calling in a num- 
ber of candidates for the same job. 

Somewhere between two and fou 
months after he was let go by ‘Ty- 
Office Machines, Jonathan 
found a position with more poten- 
tial than his previous one. He con- 
sidered himself lucky, but he was 
more than this. He found the posi- 
tion he wanted because he was 
patient and practical enough to use 
effective job-seeking techniques. 
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TRANSFER-A-MATIC 


Copies everything up to 11 inches wide...150 
feet long. Perfect prints every time, in seconds! 
Insert the original—and only the original — printed 
on one side or both sides...out comes a perfect copy, 
automatically cut to size! No waste, work, worry. Clear 
black and white copies of all colors—pen, pencil, office 
stamps, typewriter, or type. Every one perfect. ..no 
‘wastebasket copies!’’ No waiting for warm-up... self- 
starting. No messy ‘‘sandwiches”’ to peel apart. No contact 
with nail-staining inks or chemicals. Between feedings the 
motor sleeps—no wasted current. See it! Try it! Test its 
speed, simplicity, economy. For additional information or a 
demonstration just mail the convenient business reply card today. 


TRANSFERON' 


(LL TT 
CONVENIENCE-COPY PRODUCTS 


Made only by Ozalid, Johnson City, 
New York. Division of General Aniline 
& Film Corporation. In Canada: Hughes- 
Owens Co. Ltd., Montreal. 
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By RAYMOND DREYFACK 


ACCORDING to many experts, 
paper tapes are outmoding punched 
cards as input and output media 
for business machines, both large 
and small. As one tape authority 
says, “Punched paper tape applies 
to many areas where cards are lim- 
ited. As a data processing ‘link,’ it 
effectively bridges the gap between 
low-cost machines and other auto- 
mated operations. Moreover, it has 
opened up many new horizons of 
processing which extend beyond 
the conventional and better known 
forms of office and accounting ap- 
plication. Finally, it is the cheapest 
form of data memory money can 
buy.” 

But, to strike an analogy, a train 
is transportation and so is a bus. 
They both get us where we want to 
go. When to use one and when the 
other depends on the circumstances 
involved — length of trip, costs, 
speed, convenience, etc. 

It’s the same with paper tape and 


RAYMOND DREYFACK is the director of 
tabulating systems at Faberge Perfumes, 
Inc. His articles on systems and personnel 
have appeared in many leading business 
periodicals. 
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punched cards in the office. Like 
the train and the bus, each has its 
particular function and place. The 
EDP manager or systems man must 
analyze his company’s needs and 
come up with the most logical 
choice—the choice that will result 
in the smoothest, speediest, simplest, 
and most economical installation. 

Many jobs are naturals for 
punched card processing, and will 
continue to be naturals for years 
to come, at least until something 
completely new, and not yet devel- 
oped, takes its place. This holds 
true whether you're talking about 
a small office processing 75 to 100 
invoices a day, or an organization 
with a large or medium-sized com- 
puter. 

To date, the largest users of 
paper tape are the communications 
services. Tape is highly effective in 
the transmission of data between 
points. Along with the hard copy, 
a perforated tape by-product is use- 
ful as input into other types of 
business machines. 

The main disadvantage of the 
usual communications tape is that 
it is most often of the five-channel 
variety. This means the number of 
code combinations that may be 
transmitted is limited. It also makes 


It has advantages, 
but not enough to 
outmode cards 


error detection more difficult. In 
addition, the five-channel communi- 
cations tape is not acceptable as 
direct input to many computers. 


Big advantage of tape 


The big advantage of paper tape 
is that it can be an inexpensive by- 
product tool automatically derived 
from normal keyboard operatons, 
which eliminates the need for a 
repeat of the keying function at a 
later date. 

To illustrate: in filling orders, a 
machine parts manufacturer uses a 
pre-punched master tape to produce 
a factory work schedule. The sched- 
ule, along with the master tape, is 
sent to a work supervisor and held 
on file. When the job is complete, 
the master tape is automatically run 
through a flexowriter (a typewriter 
device capable of reading paper 
tape as input and punching new 
tape as output in conjunction with 
hard copy printing). The flexo- 
writer produces a typewritten work 
report consisting of data derived 
directly from the original tape and 
new information added manually 
by keyboard depression. 

While this report is being pro- 
duced, a new tape is automatically 


ADMINISTRATIVE MANAGEMENT 


a — 


<a 


ae ine SL aaa Bs o "ae pee —“ be: iat aaa vt ¥ (eos — ia -~"s aa, - as : 
. _ a ie af 
cl ees y . % i 4 y ed Fas wag 
ui q ; . : “ee , « on Se i &,- : 
ioe o gs - ree eps = — " = _ ™ i. 
sat 24 <a a : a ' . 
: ile eS ? Be a as -" : se. 
¢ s A wes o> _ fF ¥t sys a P Wee 
r. oe a ee i . oe * 
te ,_ a ij eee iy: (a Ee ana ery ~f 
ee) ee yay *s ee" 
eee. ee Set : i a 
— aa ee ee ‘ee be Clee o Me Sy ey 
; “RE ake ef « oe ¢ s 
é —— ee eee’. | 
sill 
. at F * ra ioe ‘a ne il q 4 ._ ss - 
‘oi : “ ‘ait “at AS ess : Fy ay z e¢ es &,: a t 
co ae Ce ees: « 2 e sc, 2 #, He © && 
a ee eee eS ets chats «Me hy te ss 
4 gd as ee : ee “ef - os 28». a 
SS AG Se gf >#g © & fF Js 
+ ie ae *y tae re a? Se «a ey * ra ra *,; 
me a 2 af & ®e.. “a *,S as Sy. gfe e 
ee 4 Pa ee ee Lee es es 
| i aie rare © Le «ff 
oT ea gag a egies . Le ee ‘ & 
a oo oath Se 28°. Eo F yf Cem F ; 
oe Bee me go Be ee eee pce Se 
“? ee ies te “ 2 a. e e bad ec e = & <i 
a & LA ¥ 2 tJ * . ~* » * Fe * . qq © Ld - & 2 a 
te ag Xe es & FE -&. go & - . +; er fe: 
4 Bar as £ a. ey eye e 6 &aB ag” 
F ee me: ey. .*« - +, oe yy 3 . bal es e ee ey ee 
my: Mei Ph AS: * - . oe - «x £€ & & Mae 
| ai-gareea oe sal 
ee “A ~ eee efe, Sey ae 2h oe 
: = 2 * “z ~~ « Ops e ee. aii 
+ Beta. § BE bse er tae ee > eh 
Se yee - rq ee yd ec 2 «© ee 
a oe a . — ~4 S$ - > * ope as 
oe re a «we 6» - 4 ie 
* as Of ata £ BY gee te ¢ . *s oe a 
|) 2 era 
- 5 , 77 * * y te ee RR Lp 
1 aes Ae . .& .e Osis Sig so < 
De bate? Pere oe ce | +s 
Ee 7 4.48 - £ + aS 
Ts # Sh o a > 3 al a RE 5 
ao hn ee Fe oS > “ oe 
ig ; Pf ll Se .* igs’ 
7a 3 Ra ~ = 
: ee ( 
* ( 
) ( 
; ] 
: 
ae | | 
“St : 
ae | 
; | 
% ‘ 
| 
: 
| 
: ee 
34 
hie Pei 7” pes 4 25 ? : - 4 eau? 7 P : Ae s ia : am : : Pe a ae me a 5 
ome _— ar se ee ers 
eter. UCU ee oe .— i an = . eee Py, ge be 4 er 


stack up agamst 
punched tapes 


created. The new tape contains all 
the information on the original 
master tape, plus the new informa- 
tion that was added manually. ‘The 
hard copy work report, together 
with the new tape, goes to the cost 
department, where cost and other 
data are added and an invoice pro- 
duced. At the same time—that’s 
right, you guessed it—another new 
by-product tape, including the addi- 
tional cost information, is auto- 
matically produced. This tape is 
fed into a computer to update sales, 
inventory, accounts receivable rec- 
ords, etc. 

In applications of this kind, 
paper tape may prove a boon to 
both plant and office management. 

However, in other instances, 
though paper tape methods may 
look neat and inexpensive when 
plotted on flow charts, there are 
hidden complications which can 
crop up, depending on the chain 
of circumstances connected with 
each operation. 

Let’s consider a hypothetical case 
in point: a company receives orders 
that are scheduled for shipment 
days or weeks in advance. In order 
to speed processing and _level-off 
peaks, it is desired that orders be 
prepared for billing as soon as pos- 
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ARDS 


Here’s how they 


Burroughs Corporation photo 


sible. The first step will be to key 
in and verify the item and quantity 
information. The keying will create 
an input medium for a computer. 
Acting on the input, the computer 
will go through its paces to produce 
an invoice, update inventory and 
accounts receivable records, etc. 

First, let's diagnose our case using 
paper tape as the input medium. 
What problems would we run into? 
We mentioned that one of our 
main objectives was to process fu- 
ture orders as soon as possible. To 
do this, we want to dispose of as 
much of the manual labor — the 
keying operation—as quickly as we 
can. Once our orders have been 
keyed and verified half the battle 
is won. Running data through a 
computer is a snap. 


Drawbacks of tape 


Well, now that we've produced 
our computer input tape we want 
to hold it for a day, or two, or three, 
before feeding it into the system. 
Why? For one thing, there's always 
the chance of last minute cancella- 
tions. Also, we might run into a 
low stock situation. The point is 
that as a result of these and other 
circumstances, there’s always the 


possibility we may have to alter the 
input information before it’s fed 
into the computer. If data altera- 
tion becomes necessary, and we've 
used tape, we definitely have a 
problem. At least, more of a prob- 
lem than we'd have if we had used 
cards. 

Tape can be altered, of course. 
But, this usually means that the 
entire tape must be fed through a 
machine, corrections made, and a 
new tape created. In some opera- 
tions, this can be a rather involved 
and time-consuming proposition. It 
might even require the installation 
of additional equipment for this 
purpose. Tape splicing, while a 
possibility, doesn’t seem to be a 
practical solution where any volume 
of corrections, additions, or dele- 
tions occur. 

Using punched cards on_ the 
other hand, all we'd have to do to 
alter the input would be either add 
more cards to our existing file or 
automatically sort out items requir- 
ing deletion or change. This can be 
done quite simply. 

Then, there’s the visibility aspect 
which can’t be overlooked. Punched 
cards are much easier to read than 
punched paper tape. An_ experi- 

(Continued on Page 31) 
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For a limited time only EAGLE presents... 


EAGLE - 


STAPLER 


© staples and tacks 

@ all-metal construction 

@ rubber feet protect desk 

@ open channel loads instantly 
© chrome-plated anvil 

©@ hole in base for hanging 


) 1GROSS 
h EAGLE MIRADO® 
(Grades 2 and 2/2 only) 


world’s largest-selling 
writing pencil 
plus NEW 


Vp GROSS 
EAG LE VERITHIN® 


world’s largest-selling 
colored pencil 
\ plus NEW 


aremtran 99 STAPLER a SWINGLINE 99 STAPLER 
T SPECIAL Mm AT SPECIAL 
COMBINATION SALE PRICE! ABINATIC E PRICE! 


ORDER THESE FAMOUS OFFICE “STANDARDS” AT 


— EAGLE PENC/IL COMPANY / Headquarters: Danbury, Connecticut N 


(Circle No. 18 On Reader Inquiry Card) 
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EAGLE MIRADO 
world’s largest-selling writing pencil 4 
EAGLE VERITHIN ie 
world’s largest-selling colored pencil : is : 
EAGLE STICKPEN =" 


the new standard for ball pen performance 


\ 1% Gross 
EAGLE STICKPEN*® 
(Blue Medium only) 


the new standard for 
ma, ball pen performance 
"| plus NEW 


See list 
of dealers 


@, SWINGLINE 99 STAPLER 
ae 1 SPECIAL on the 
COMBINATION SALE PRICE! . 
| following 


\ 
r ; aves 
MONEY-SAVING PRICES... TODAY! Pas e 


NEW YORK * LONDON * TORONTO * MEXICO * SYDNEY *© BOGOTA 


(Circle No. 18 on Reader Inquiry Card) 
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COMBINATION 


ALABAMA 
Birmingham 

Gulf States Sales Corp. 
Birmingham-Mobile 
1209 First Ave. South 
FA 2-4441 


Office Outfitters Co., 
2201 South Second Ave. 
FA 2-2616 * 


Gadsden 

Ivan Allen Co. 
117 S. Fourth St. 
LI 7-4912 


Huntsville 

Ivan Allen Co. 

4312 Clayrest Dr. N.W. 
Phone: 536-8586 


Mobile 

Bidgood Stationery Co 
68 St. Francis St. 

HE 2-0518 


Montgomery 
Mercantile Paper Co. 
138 Commerce St. 
Phone: 262-8341 


ARIZONA 
Phoenix 
Clark Office Suppliers 


111 W. Osborn Rd. 
AM 4-356] 


ARKANSAS 


Little Rock 
Progressive Stationer 
500 E. Markham 

FR 5-9161 


El Dorado Printing & 
Stationery 

500 E. Main St. 

UN 3-5173 

El Dorado, Ark. 


McWilliams Stationery 
310 Main St. 
Texarkana, Ark. 
Phone: 3-6103 


CALIFORNIA 

Alhambra 

etce Office S | 
112 W. Main St. upply 

AT 2-849} 


Bakersfield 

Valley Office Supp! 
1622 -19th See” 
FA 4-975] 


El Monte 
Hi-Towers Office 
ee 

5 Lexington A 
a3-13797 


Fresno 
H. S. Crocker Co., Inc. 


1141 Fulton St. 
AM 4-2837 


Glendale 


Heck’s, Inc. 
102 N. Maryland 
Cl 6-4928 


Indio 

Stockwell G Binney 
45-275 Smurr St. 
DI 7-2363 


Inglewood 


Inglewood Book & 
Stationery Co. 
280 W. Beach 
Phone: 3-411 1 


Long Beach 


Harvey Freeman G Son 
2296 Long Beach Blvd. 
GA 7-7433 


Gill's Office Supply 
1235 Long Beach Blvd. 
HE 2-7923 


Los Angeles 


Atlas Stationers 
364 S. Anderson St. 
AN 9-7461 


Bevco Stationers 
9134S. Western Ave. 
PL 7-2221 


Bradbury-Robb 
615 W. Pico Blvd. 
RI 7-9578 


Cahen, Davis & Co. 
1056 S. Grand Ave. 
RI 7-7748 


Capitol Stationers 
7605 Melrose Ave. 
OL 1-4240 


Commercial Stationery 
& Printing Co. 

2110S. Grand Ave. 

RI 7-5241 


Grimes-Stassforth 
737 S. Spring St. 
MA 7-1651 


Industrial Stationery G 
4441 S. Sante Fe Ave. 
LU 9-6644 


The Los Angeles News 
301 E. Boyd St. 
MA 7*3751 


Office Supplies 
Unlimited 

11515 Santa Monica 
GR 3-4419 


Pacific Coast Stationers 
1424 S. Main St. 
RI 9-0286 


Savel Commercial 
Stationery Co. 
1216 Maple Ave. 
RI 9-1403 


Southern California 
Stationers 

1498 East Fourth St. 
AN 9-9392 


Stationers Corp. 
525 S. Spring St. 
MA 9-131] 


‘ 


Swanson Stationery Co. 


338 S. San Pedro St. 
MA 8-4266 


United Stationers 
729 S. Spring St 
MA 7-0265 


Universal Mfg. 
Stationers 

219 S. San Pedro St 
MA 4-499] 


Lynwood 

At-Lyn Office Supply 

11311 Atlantic Ave 
E5-8054 


North Sacramento 

H. S. Crocker Co., Inc. 
360 Commerce Circle 
WA 7-0171 


Pacific Beach 
Stationers Corp. 
1335 Garnet St. 
HU 8-2216 


Pomona 

Stockwell G Binney 
288 E. Holt Ave. 
NA 9-5018 


Riverside 

Stationers Corporation 
3605 Plaza May 

OV 3-5720 


Stockwell & Binney 
3744 Main St. 
OV 3-0710 


Son Bernardino 
Stockwell & Binney 
Stationers 

470 Fourth St. 

TU 9-361) 


San Diego 
Stationers Corp. 
1055 Sixth Ave. 
BE 3-1344 


San Francisco 

H. S. Crocker Co., Inc. 
720 Mission St. 

DO 2-5800 


Morgan & Barclay Co. 
531 Mission St. 
YU 2-432) 


Patrick & Co. 
560 Market St. 
EX 2-2640 


Schwabacher-Frey Co 
735 Market St 
DO 2-4848 


San Leandro 

H. S. Crocker Co., Inc. 
901 W. Avenue 135th 
EL 7-3010 


Ventura 

Stationers Corp. 

1241 Thompson Blvd. 
MI 8-2721 


COLORADO 
Denver 
Ameriaan School Supply 
2301 Blake St. 
KE 4-311] 


Capitol Office Supply 
1550 Broadway 

AC 2-8523 

Kistler’s 


1636 Champo St. 
MA 3-5161 


CONNECTICUT 
Bethel 

Stryker’s Office 
Equipment 

273 Greenwood Ave. 
Pl 8-3507 


Bridgeport 
Universal Business 
Equipment Corp 
Main G Porter Sts 
ED 6-0102 


Hartford 

The Gustave Fischer Co. 
237 Asylum St. 

JA 2-3141 


Hartford Office Supply 
537 Farmington Ave 
AD 3-4433 


New Haven 
Joseph F. Yates Co 
111 Goffe St. 

MA 4-4176 


Norwich 

O’Haire’s Stationers 
81 Shetucket St 

TU 7-8686 


DISTRICT OF 
COLUMBIA 
Washington 

Andrews Office Supply 
2335 18th St., N.W 

AD 4-7800 


Commercial Office 
Furniture Co. 

915 E. Street, N.W. 
ME 8-466] 


Fox-Jones Co 
1419 H. St., N.W 
ME 8-6639 


Northwest eee aad 
1337 14th St., 
DE 2-6300 


FLORIDA 

Clearwater 

Jack Carlson & Co. 

29 N. Garden Ave. 
Ideal Office Equipment 
26 N. Ft. Harrison Ave. 
Phone: 446-0191 


Coral Gables 
Gables Stationers 
129 Giralda Ave. 
HI 3-1633 


Rae's Stationers 


253 Miracle Mile 
Ht 5-3539 


Daytona Beach 
Lloyd Cox 
118 N. Beach St. 


Fort Myers 
Parker's Book Store 
1508 Hendry St. 
ED 4-1234 


Fort Pierce 
Horton’s 

122 N. ae -. 
HO 1-2525 


Goinsville 

Chestnut Office 
Equipment Co., Inc. 
106 W. University Ave. 
FR 2-842] 


Hialeah 

Hoffman Office Supply 
53 Hialeah Dr. 

TU 8-2479 


Jacksonville 
Carver-Colvin Co., Inc. 
938 Mary St. 

FL 9-2413 


Ramsay Co., Inc. 
1320 E. Adams St. 
EL 5-3461 


Robson-Haley Office 
Supply Co 

] 298 Ww. Adams St. 
EL 356142 


Lakeland 

Lakeland Typewriter & 
Supply Co., Inc. 

ize & Tennessee Ave 
MU 6-3167 


Watson's Office Supply 
1046 S. Florida Ave. 
MU 6-9064 


Miami 

Barnett's 

228 N.E. 59th St. 
134 N.E. First St 
PL 4-3457 


Long's 
601 NN Miami Ave. 
FR 7-155] 


Miami Stationery Co 
8218-22 N.E. Second 
Ave. 

PL 4-4656 

Mr. Foster’s Store, Inc. 
835 W. Flagler St. 
270 S.E. First St. 

FR 9-7673 


Ramsay Supply Co. 
1335 N.W. 21st Terrace 
NE 3-2666 

Seminole Paper G 
Printing Co 

419 N. Miami Ave. 

FR 9-8481 


Miami Beach 


Stevens Office Supplies 
1608 Washington Ave. 
JE 8-7205 


Orlando 


Bainbridge-Florida, Inc. 


1110 Sligh Blvd. 
CH 1-5651 
Ramsay Stationers, Inc. 


506 Macy St. 
CH 1-1676 


Panama City 

Boyd Brothers, Inc. 
570 Grace Ave. 

PO 3-1741 


Pompano Beach 
Pompano Office Supply 
61 N.E. First St. 

WE 3-7733 


St. Petersburg 
Office Supply Co. 
942 Central Ave. 
Phone: 5-5171 


Sarasota 

Ellie’s Book G 
Stationery 

1350 Main St. 
Phone: 958-6577 


South Miami 

Dussault Stationery Co. 
5822 Sunset Dr. 

MO 6-2575 


Tampa 

Fulghum’‘s Office 
Economy Index 

102 W. Lafayette St. 
Phone: 223-3708 


Hook & Holt Singer Co. 
1902 S. Dale Mabry 
9508 Florida Ave. 
Phone: 8-6081 


The Office Equipment 
Co., Inc. 

Florida Ave. at Polk 
P.O. Box 1401 
Phone: 2-8377 


Johnnie Pittman, 
Stationer 

116 S. Franklin St 
Berman-Lipton Co 
666 Parkway Dr., N.E 
TR 6-2665 


Business Equipment G 
Supply Co. 

Phone: 2-3355 

70 Central Ave., S.W 
JA 5-4988 


Ramsay Wholesale 
Stationers, Inc. 
410 Brorein St. 
Phone: 2-8353 


GEORGIA 
Athens 
Hodgkinsons 
115 Clayton St 
LI 3-2578 


Atlanta 

Ivan Allen Co 
29 Pryor St., N 
JA 1-0800 


Ball-Stalker Co. 
6 Spring St., N.W 
TR 6-0373 


The Hanson Co. 
P.O. Box 6686 Station G 
Phone: 767-1571 


Miller's Book G Supply 
64 Broad St., N.W. 

JA 4-0401 

250 E. Paces Ferry Rd., 
N.E. 

CE 7-6386 

231 Peachtree St., N.E. 
JA 4-0401 

S. P. Richards oo Co. 
326 Nelson St., 

The Tidwell Co. 

58 Walton St., N.W. 

JA 5-4535 


Augusta 

Ivan Allen Co. 
113 Eighth St 
PA 4-7548 


Columbus 
Ivan Allen Co. 
1020 13th St. 
FA 4-134] 


Decotur 

Miller’s Book G Office 
Supply Co. 

113 Clairmont Ave. 
DR 7-3891 


Gainsville 

Ivan Allen Co. 
121 N. Main St. 
LE 2-6271 


Macon 


Ivan Allen Co. 
442 Second St. 
SH 2-7568 


FOR A LIMITED TIME ONLY! 
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COMBINATION SALE! 


Rome 

Ivan Allen Co, 
215 E. First St 
Phone: 4-1661 


Valdosta 

Southern Stationery G 
Printing Co 

209 N. Ashley 

Phone: 244-2071 


HAWAII 


Hanapepe, Kanai 
American Factors 


KB 6462 DC 

Phone: 3151 

Hilo 

American Factors 

Box 627 

Phone: 51-111 

The Moses Co., Ltd. 
P.O. Box 857 

100 Kamehameha Ave 
Phone: 465! 


Stationers’ Corporation 
of Hawai: 

P.O. Box 487 

194-196 Kamehameha 
Phone: 3131 


Honolulu 
American Factors 
745 Fort St 
Phone: 585-355 


Fisher Corp., Ltd. 
Nimitz at Nuuanu 
Phone: 583-611 


Honolulu Paper Co., Ltd. 


S. at Ala Moana 
Phone: 501-711 


Hapaco Stationers, Inc. 
Ala Moana Center 
Phone: 994-761 


Kahului, Maui 


Maui Paper Co., Ltd 
P.O. Box 168 
Phone: 33-978 


Kailua, Oohu 


Honolulu Paper Co., Ltd. 


116 D. Hekili St 
Phone: 250-318 
ILLINOIS 

Argo 


Nold’s Stationery 


Chicago 

Accurate Office Supply 
541 W. Washington 
Bivd. 

RA 6-0553 


Associated Stationers 
Supply Co 

231 S. Jefferson St. 
FR 2-6760 


Atlas Stationers Inc. 
228 N. LaSalle St. 
RA 6-526] 


Chicago Stationers Inc. 
511 Plymouth Ct. 
HA 7-9025 


Commercial Stationery 
220 W. Monroe St 
ST 2-2444 


Crown Office Supply Co 
1255 S. Wabash 
HA 7-7400 


Evers Office Supply Co 
10940 S. Michigan Ave. 
PU 5-7820 


Franz Stationery Co 
710 W. Jackson 
FR 2-7000 


Graver-Dearborn Corp 
208 S. Jefferson 
RA 6-7900 


Highland Office Supply 
8320 S. Ashland Ave 
PR 9-1200 


Horder’s 

5 S. Wabash 

184 N. Wabash 

60 E. Adams 

101 W. Washington 
111 W. Adams 

149 E. Ohio 

324 N. Dearborn 
20 N. Wacker 


Mdse. Mart, Mdse. Mart 
Plaza 

Prudential Bldg. Rm. 
2106 


400 N Michigan 
68 W. Jackson Blvd 
FR 2-6760 


ohnsin Office Supply 
N. Cicero Ave 
4500 


$9 
A C. McClurg G Co 
33 E =" St 
SU 7-1660 


Nagle Stationery Co 
325 W. Jackson 
WA 2-7509 


G. S. Pearson Co 
709 S. Dearborn St 
WE 9-5414 


Publix Office Supplies 
64 W. Adams 
RAG 935 


Reliable Stationery Co 
847 W. Harrison St 
MO 6-1800 


a9 jons Art G Drafting 
5 E. Ohio St. 
wh 3-2244 


Standard Stationery 
1020 S. Wabash Ave 
HA 7-8520 


Sun Office Supply 
3154 W. 47th St. 
Vi 7-6969 


United Stationers Supply 
641 W. Lake St. 
FR 2-3700 


Utility Stationery Stores 
170 W. Washington 

65 W. Washington 

77 W. Monroe 

16 W. Jackson Blvd. 

201 W. Wacker Dr 

25 S. Wabash 

328 N. Michigan 

FR 2-3700 


Walsh Stationery Co. 
173 W. Madison 
CE 6-3243 


Herman Wiiz G Sons 
10600 S. Western Ave 
HI 5-1900 


Peoria 


Kellstedt G Son 
222 S. Jefferson 
Phone : 673-3659 


Zion 

Burgess, Anderson G 
Tate 

2501 Deborah Ave 
Phone: TR 2-4543 


IOWA 
Burlington 


Acres Blackmar Co 
203 N. Third 
PL 2-542) 


KANSAS 

Wichita 

Coleman Office Supp 
124 N. Market 

HO 4-4666 


y 


Southwestern Office 
Supply, Inc. 

249 W. Douglas 

HO 4-6368 


KENTUCKY 
Covington 

Madison Stationery G 
Office Supply 

)29 Madison Ave 

HE |-1479 


Lexington 
Transylvania Printing 
139 W. Short St 
Phone: 2-7977 


Louisville 


Central Office Supply 
114.N. Fourth St 
JU 3-2766 


Geo. G. Fetter Co. 
410-412 W. Main 
JU 4-7131 


O’Connor & Raque Co. 
829 E. Market St 
JU 3-0241 


Owensboro 

Office Equipment Co. 
406 Frederica St. 
MU 4-1426 


LOUISIANA 

Baton Rouge 

Pelican Office Supply 
1474 Government St. 
DI 8-5752 


Lafayette 

Dixie Office Supplies 
202 W. Vermillion 
CE 4-6379 


Lake Charles 

Lake Charles Office 
Supply 

830 Ryan St 

HE 6-7286 


New Iberia 


Oak Office Supply 
209 French 


New Orleans 

Clem Bernard Co., Inc 
500 Camp St 

Phone: 524-7363 


Dameron-Peirson Co 
400 Camp St 
JA 5-1203 


Hanson-Flotte, Inc 
324 Camp Street 
Phone: 5 23-3665 


Hyatt, Inc 
407 Camp S: 
JA 5-6129 


Mule-Durel, Inc 
241 Dauphine St 
Phone : 529-7484 


Pendleton G Co., Inc 
445 Camp St. 
Phone: 523-5020 


Perry G Buckley Co 
729 Poydras St 
JA 5-8761 


Henri Petitin, Inc 
123 Carondolet St 
JA 2-6494 


Shreveport 
Caddo Business 
Machines 

2435 Youree Dr 
Phone: 422-0363 


MARYLAND 
Baltimore 


Bainbridge-Maryland 
145-155 N. Haven St 
Di 2-1000 


Baltimore Office Supply 


641) Washington Blvd 
LE 9-5184 


The Baitimore 
Stationery Co 

Calvert G Lombard Sts 
LE 9-4566 


Julius M. Stark G Co 
202-206 Water St 
MU 5-3033 


Bethesda 

Regional Office Supply 
7139 Wisconsin Ave. 
OL 2-8400 


Silver Spring 
Woody Moffitt, Inc 
8414 Georgia Ave 
JU 9-3954 


MASSACHUSETTS 
Boston 

Adams, Cushing & 
Foster, Inc. 

29-37 Melcher St. 
HA 6-6720 


Allen Stationery Co. 
100 Essex St 
LI 2-2028 


Blake G Rebhan Co. 
564 Atlantic Ave. 
HA 6-2283 


Samuel Bluestein Co. 
1080 Boylston St 
CO 7-1102 


M. Brown G Co., Inc. 
1299 Tremont St. 
HI 5-0620 


Federal Stationery Co 
44 Essex St 

LI 2-1588 

Hammond Stationery 
1293 Tremont St. 

Hi 2-7550 


Samuel Marcus 


92 Washington St 
LA 3-3200 
232 Washington St. 
LA 3-7570 


Ross Stationery Co 
99 Bedford St 
LI 2-1897-8 


Ward’s Stationers, Inc. 
57 Franklin St 
LI 2-9180 


Chelsea 

H. F. Smith Co., Inc. 
385 Broadway 

TU 9-2761-2 

Lynn 

Allen Stationery Co. 
110 Munroe St. 

LY 3-9720 

Malden 

Samuel Bluestein Co. 
345 Main St 

DA 2-2315 

New Bedford 

F. S. Brightman Co. 
498 Pleasant St. 
WY 2-7357 
Somerville 


Greeley’s Stationery Co. 
12 Beacon St. 
UN 4-8742 


Worcester 


Narcus Bros., Inc 
24 Pleasant St 
PL 4-4136 


MICHIGAN 
Benton Harbor 


Business Supply Co 
300 Michigan Ave. 


WA 6-8293 

The Office Equipment 
Co 

169 E. Main St 

WA 5-210! 

Detroit 


Acme Paper Co 
897 Lawndale 
Vi 3-2400 


Arrow Office Supply Co. 


16869 Schaefer Hwy 
BR 3-8530 

Commercial Stationers 
Supply Co 

8725 Harper Ave 
WA 5-3366 


Miles Fox Co. 
10311 Gratiot Ave. 
WA 3-770) 


Macauley’s, Inc. 
1255 Griswold St. 
WO 2-1347 


Northland Center 
EL 6-2280 
Eastland Center 
LA 7-1400 

9535 Greeneld 
BR 2-1440 


Mutual Papers inc. 
3511 W. Fort St. 
TA 6-4300 


Nestor’s Office Suppl 
General Motors Bidg. : 
WA 3-2200 


Redford Office Supply 


21221! Grand River A 
“i——<_— 


Reliable Office Supply 
17201 Wyoming Ave. 
UN 2-740] 


Service Office 
3511 W. Fort St 


Supply 
TA 6-6600 


Flint 


Beecher Peck G&G Lewis 
2211 Lapeer Rd 
CE 9-7633 


Carlton’s-Stationers 
125 _E. Kearsley St. 


CE 2-0141-2 

Grand Rapids 

Strauch Office Suppl 
109 Campau Ave. ond 
N. W. 

GL 1-288) 


Hightond Park 


Bussings Stationers 
13730 Woodward Ave. 
TO 5-8800 


Ihling Bros. Everard Co. 
269 E. _—m 
Fi 5-0137 


Lansing 


Hilding Office Supply 
28 S a Ave 
IV 2-11 


Muskegon Heights 


ty Supply Co 
2632 Peck St 
PE 3-219) 


Plymouth 


Plymouth Office Supply 
863 Penniman St. 
GL 3-3590 


MISSISSIPPI 
Jackson 


Hederman Brothers 
327 E. Pearl St 
FL 2-442) 


The Office Supply Co 
509 E. Capitol St 
FL 3-4734 


MISSOURI 
Kansas City 


Gallup Map G Stationery 
1330 Walnut 
Vi 2-1994 


St. Louis 


Blackwell Wielandy Co 
16th G Locust 
cE 1-9040 
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_ AUTHORIZED DEALERS” 


Kagle-Steinglne 


COMBINATION SALE! 


705 Olive 


NEVADA 

Las Vegas 

S. P. D. Office 
Equipment Co. 

101 E. Charleston Blvd. 
DU 2-3910 


NEW JERSEY 
Hackensack 

Arrow Stationery Co. 
229 Main St. 

DI 2-5667 


Dresher Bros., Inc. 
166 Main St. 
HU 7-911] 


Newark 


New Jersey Office 
Supply Co. 
401 Frelinghuysen Ave. 
BI 3-0050 


E. N. Plates, Inc 
190 Market St. 


MA 2-1134 

Paul B. Williams, Inc 
1010 Broad St. 

MA 4-8040 


North Plainfield 
Dobson‘s Office Supply 
50 Linden Ave. 

PL 5-2938 


Passaic 
Keyes-Urquhart, Inc 
641 Main Ave. 

PR 7-1117 


Perth Amboy 
Royal Stationers 
98 Smith St. 
VA 6-517] 


Teaneck 

Bergen Office 
Equipment Co. 
505 Cedar Lane 
TE 6-6789 


Trenton 
Palmer-Trout, Inc. 
1122 S. Clinton Ave 
EX 6-557] 

Union 


J. L. Hammett Co 
2393 Vauxhall Rd. 
MU 6-6500 


NEW MEXICO 
Albuquerque 

New Mexico School & 
Office Supply Co. 

509 Second St., N. W. 
Phone: 247-0263 


Roswell 


—— Stationery Co. 
320 N. Richardson 
MA 2-154] 


Santa Fe 
Healy-Matthews 
130 E. Marcy St 
Phone: 98 2-254 


NEW YORK CITY 
Ade Supply Co. 
76 Ninth Ave 
YU 9-1133 


246 E. 44th 
14 W. 48th St 
MU 2-6666 


Alpha Office Supply 
St. 


Bell Stationery 
915 Broadway 
OR 4-8450 


Best Office Supply 
335 Lexington Ave. 
MU 5-0316-7 


Brecht G Holer, Inc. 
694 Third Ave. 
YU 6-9860 


Brown Stationery Co. 
99 Hudson St. 
CA 6-6185 


Carol Printing Corp. 
660 First Ave. 
LE 2-6677 


Commercial 
2 Rector St. 
51 New St. 
405 Lexington Ave. 
30 Rockefeller Plaza 
400 Lafavette St. 
AL 4-1500 


Stationery 


Daniels Stationery Co 
800 Second Ave. 
YU 6-8150 


H. Davison & Co. 
225 W. Broadway 
CA 6-8175 


Fuller Stationers, Inc. 
45 E. 57th St. 
MU 8-2243-4 


Fulton Stationery Corp. 
119 Fulton St. 
BE 3-2700 


1. Goldberg 
59 Walker St. 
WO 6-5230 


Great Northern Office 
Supply 

789 Southern Bivd 

DA 8-5 


T. R. Halpern, Inc. 
106 Lafayette St. 
WO 6-3166 


Harmill Office Supply 
537 W. 53rd St. 
PL 7-2233 


Heyman Bros. & Bold 
763 Eighth Ave. 
Cl 6-0826-8441 


The L. Kandill Stationery 
158 Lafayette St 
WO 6-5490 


Lazarus Printing G 
Stationery 

119 Fulton St 

BE 3-2780 


Libien Press, Inc 
920 Eighth ‘Ave 


CO 5-6657 

Manhattan — Stationery 
120 E. 23rd St 

18 E. 23rd St 

SP 7-0400 


S. Novick & Son Corp. 
309 Lafayette St 
WO 6-1500 


J. O’Brien G&G Son 
123° E. 23rd St. 
GR 5-5920 


Olympic Office Supply 
505 Brodawy 
WO 6-2900 


Pelzer Printers G 
Stationers, Inc. 
706-708 Third Ave. 

MU 2-4145 


Radio Center Stationery 
666 Fifth Ave. 
JU 6-1885 


Royal Office Supply 


Silver Stationery Co. 
119 Fulton St. 
BE 3-2700 


Simax Stationery Co 
43 E. 46th St. 
t E. 45th St 


Fae PY a) 


Strathmore Stationers 
750 Third Ave. 
PL 8-0280 


Thaler Stationery G 
Printing Co., Inc 

260 W. 37th St. 

LO 5-3582 


Times-Circle Stationers 
763 Eight Ave. 
Cl 6-0826 


Tremont Printing G 
Stationery Co., Inc. 
2702 E. Tremont Ave 
TY 2-0111 


Unger Stationery G 
Printing Co. Inc. 
47 Ann St. 

CO 7-3933 


Union Stationery Corp. 
537 Broadway 
WO 6-2646 


Wingard Stationers Inc. 
6 Varick St. 
WO 6-3866 


Bayside 

Kurtzberg’s Commercial 
Stationers 

4109 yi Bivd 

BA 9-4540 


Brooklyn 

Apex Typewriter G 
Stationery Corp 
555 Fifth Ave. 

ST 8-4890 


R G M Stationery G 
Printing Service 

327 Atlantic Ave 

MA 4-3945-6 


Flushing 
Peck’'s Stationers 


NEW YORK STATE 
Buffalo 

Bison City Stationers 
439 Ellicott St 

TL 6-7969 


Kempstead 
The Hub Stationers G 
Printers, Inc 
66 Main St 
IV 1-9688 


Ithaca 

T. G. Miller’s Sons 
Paper Co. 

113 N Tioga St 

AR 2-5353 


Levittown 
Hubbell Distributors 


14 Division Ave. 
PE 1-4025 


Long Island City 
Jules Printing G 
Stationery Co 

29-10 Northern Bivd. 
ST 4-1816 


Lerman Bros., !nc 
Hunters Point Ave. & 
39th St. 

EX 2-4900 


Plaza Stationery G 
Printing Co., Inc. 
29-40 Northern Blvd. 

ST 4-7980-1 


Lyons 

J. L. Hammett Co 
165 Water St 
WH 6-4815 


New Rochelle 
Westchester Office 
Supply Co 

526 Main St 

NE 6-1120 


Patchogue 

Patchogue Stationery 
69 E. Moin St. 

GR 5-0380 

Rockville Centre 
Nassau Stationery G 
Printing Co., Inc 


320 Sunrise Hwy 
RO 6-2003 


Scarsdale 

Services Or Supplies For 
Industry 

Gray Rock Rd 

SC 3-8288 


Syracuse 

Alfred N. lanuzi 
1508 James St 
GR 9-6703 


Standard Office Supply 
Co., Inc. 

943 W Genesee St 
HA 2-035 


Tarrytown 


Hudson Stationery Co. 


30 Orchard St. 
ME 1-0192 


Yonkers 

Biber Bros., Inc. 
8 S. Broadway 
YO 3-2052 


NORTH CAROLINA 
Burlington 


Alamance Book & 
Stationery Co 
215 Maple Ave 


CA 7-207] 
Charlotte 
Funderburk Office 
Supply Co 

10-12 S. Tryon St 
FR 6-44] 


Pound G Moore Co 
304 S. Tryon St 
FR 5-7751 


Ramsay Co., Inc. 
2409 Distrib ution St. 
FR 5-863 


S. P. Richards Paper Co 
204 Dalton Ave 

P.O. Box 1044 

Phone : 375-9858 


Gastonia 

O. G. Penegar Co 
176 W. Franklin 
UN 5-1236 


Greensboro 
Ramsay Co., Inc. 
P.O. Box 6173 
864 tai St. 
BR 2 


S. T. Wyrick & Co 
117 N. Greene St 
Phone : 272-4133 


Greenville 
Carolina Office 
Equipment Co 
305 Evans St 
PL 2-3570 


Raleigh 

Raleigh Office Supply 
oO. 

123 E. Martin St 

TE 4-1331 


Alfred Williams & Co 
706 Hillsboro St. 
VA 8-727] 


Rocky Mount 

Carolina Office 
Equipment Co. 

147 S. Main St. 
GI 2-1196 


Salisbury 

Rowan Printing Co 
N. Main St 

ME 6-451] 


Wilmington 
Shoemakers Office 
Supply Co 

261 N. Front St. 
RO 2-3332 


J. M. Weeks 
206 Princess St 
RO 2-5235 


Wilson 

Carolina Office 
Equipment Co. 
114 W. Nash St. 
Phone: 237-0144 


OHIO 
Canton 
Baers’ of Canton 


320 Cleveland Ave. 
GL 6-737] 


Office Eauipment Co 
321 W. Tuscarawas St 
GL 5-0111 


Tri City Office Supply 
216 Tuscarawas St 

GL 6-2837 

Cincinnati 


Armstrong Stationery 
17 Main St. 


MA 1-0448 
Fred Felix Co 
OO E. Fifth St 
GA 1-2450 


Gibson G Perin Co 
121 W. Fourth St. 
MA 1-2210 


The Poundsford 
Stationery Co. 
432 Main St. 
GA 1-6530 


Redeker G Dick, Inc 
218 E. Ninth St 
PA 1-3025 


Cleveland 
S. Barker's Sons Co 
729 Prospect Ave. 
CH 1-0450 


The Brooks Co 
1241 Superior Ave 
MA 11-6261 


The Buckeye Office 
Supply Co 

110 St. Clair Ave., N.W. 
PR 1-3783 


The Central Ohio Paper 
1365 E. 12th St 
MA 1-6314 


The Cleveland News Co 
1760 E. 25th St 
MA 1-5850 


Cleveland Stationery Co 
1260 W. Fourth St. 
SU 1-8460 


Dec Mar Office G 
Equipment Co 
1753 Chester Ave 
PR 11-8020 


General Office Supply 
1104 Prospect Ave 

SU 1-7733 

Office Supply G Printing 
408-412 Frankfort Ave. 
MA 1-6715 


Spitzfaden Office 


Supplies 
629 Main St 
PA 1-1885 


Wirtshafter’s, Inc 
900 Prospect Ave. 
MA 1-3005 


Columbus 

The Central Ohio Paper 
226 N. Fifth St 

CA 4-3151 


Columbus Blank Book 
317 S. High St 
CA 4-517] 


Continental Office 
Supply Co 

629 E. Main St 

CA 8-2425 


The Diehl Office 
Equipment Co 
43 E. Gay St. 
CA 4-7112 
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Kagle-S 


COMBINATION 


F. J. Heer Printing Co. 


364-386 S. Fourth St. 
CA 8-454] 


Dayton 

The Roth Office 
Equipment Co. 
111-113 E. Third St 
BA 8-6175 


Toledo 

Franklin Printing G 
Engraving Co. 

228 Huron Rd. 

CH 11-6161 


Warren 

The S. A. Barnes Co 
306 E. Market St. 
EX 2-1569 

Dray Business 
Equipment Co. 


1154 E. Market St. 
EX 9-1843 


Youngstown 


City Office G Art Co 
36 W. Wood St 
Phone: 744-5353 


OKLAHOMA 
Oklahoma City 
Federal Stationery Co 
1639 W. Grand Ave 
CE 5-0353 


OREGON 

Portland 

rage Stationery Co 
) S.W. Second Ave 

rae 2-4221 


PENNSYLVANIA 
Butler 
Lloyd-Johnson Co 
232 S. Main St. 
7-6733 


Clarion 

Clarion Office 
Equpiment 

36 S. Sixth Ave 
CA 6-8740 


Erie 

Seaway Stationers 
1029 State St 

GL 5-1406 


Greenville 
Summers Typewriter 


op 
60 Clinton St. 
JU 8-8010 


Norristown, 
Louis D. Mann 
217 E. Main St 
BR 5-8300 


Philadelphia 
Dieckhaus Stationers 
208 S. 52nd St 

GR 6-4¢ 00 


Hoskins 
1208 Walnut St 
PE 5-8000 


Marx Stationery G 
Printing Co 

1017 Filbert St. 
WA 2-1360 


A. Pomerantz G Co. 
1525 Chestnut St. 
LO 3-717) 


Pittsburgh 

E. W. Curry Co 

234 Bivd. of the Allies 
EX 1-4400 


soeneereoitice Supply 
928 Penn Ave 
AT 1-6717 


Sharon 


Modern Office 
Equipment 


61 S. Dock St 
DI 7-7788 
Titusville 


Keystone Office Supply 
202 W. Central Ave 
Phone 7-427] 


Upper Darby 

C. B. Kershner, Inc 
38 Garrett Rd 

FL 2 77 


RHODE ISLAND 
Providence 
Office Service Co 
252 Thayer St 

DE 1-5940 


SOUTH CAROLINA 

Aiken 

one tt Of fice Supply 
21 — 1Ave., W. 

p O. Box 150 

Phone: 8-51 1¢ 


Anderson 
Harper Bros., Inc 
414.N. Main St 
CA 5-540] 


Charleston 
Bainbridge-Southern 
280 E. Bay St 

RA 3-4543 


Legerton G Co., Inc. 
263 Kina St 
RA 3-2721 


Columbia 

The R.L. Bryan Co 
1440 Main St 

AL 3-2201 


Columbia — Supply 
1112 Lady $ 
AL 4-1¢ 8é 


A. Hines McWaters 
1312 Taylor St 
Phone: 253-7503 


me 


Greenville 

Ivan Allen Co. 

203 E. eta St. 
CE 2-388 


Harper Bros., Inc. 
631 S. Main St. 
CE 9-765] 


Industrial Office 
Supplies, Inc. 
304 Calvin St. 
CE 9-5336 


Greenwood 
Harper Bros., Inc. 
615 S. Main St. 
OR 3-136] 


Rock Hill 
Harper Bros., Inc. 
109 Hampton St 
Phone: 328-0148 


White Printing Co., Inc 
125-27 Hampton St 
Phone : 327-41 4¢ 


Spartanburg 

trie Bros., Inc 
74S. Church St 

hin 583-5453 


Office Equipment C 
156 Magnolia St 
Phone: 583-4549 


TENNESSEE 
Athens 

Ivan Allen Co 
Madison Bidg 
SH 5-0580 


Chattanooga 
Ivan.Allen Co 
715 Dodds Ave 
MA 9-7379 


Chattanooga Office 
Supply Co 

72015 Cherry St 
AM 7-674] 


Commercial Stationery 
G Supply Co 

109 E. 7th St. 

AM 6-124] 


T. H. Payne Co 
821 Market St 
AM 7-6601 


Knoxville 

S. B. Newman Co. 
617 S. Gay St 
Phone : 532-2107 


Memphis 

The Office Supply Co 
360 Monroe 
JA.7-8618 


Stationers Distributing 
Co 

908 Tennessee St 

JA 5-5667 
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TEXAS 
Amarillo 


Kerr Paper Co. 
817 Johnson St. 


Southwestern Stationery 
G ye purely 

205 P 

DR 2 2. es 09 


Austin 

Austin G & L Stationery 
510 Brazos 

GA 8-460] 


Maverick - ote 
}IOE. 9th s 


Railey Paper Co 
211 E. Alpine 
HI 2-235] 


Brownsville 
a Clarke, Inc. 
10thGe Washington 

LI 2-7424 


Corpus Christi 
Maverick-Clarke, Inc. 
816 Mesquite 

TU 4-9407 


Corsicana 
Morton’s, Inc. 
214.N. Main 
TR 4-7212 


Dallas 

A‘Mell ~~ Supply 
1201 Elm § 

Phone: RI . 9251 


Bennett's Office 
Furniture & Supply Co 
1829 Corsicana St 

RI 1-320) 


Dallas a Supply 
710 Main § 
RI 2-8074 


The Dorsey Co 
210 S. Poydras 
RI 8-451] 


Industrial Office Supply 
1708 N. Industrial 
P.O. Box 1038 

RI 8-711] 


Vance K. Miller Co 
1916 Main St 
RI 2-909] 


Stewart Office Supply 
23 ©~>mmerce St 
RI 7-858] 


Fort Worth 
Carpenter Paper Co 
P.O. Box 1629 
WA 3-827] 


Stationers Distributing 
Co 


P.O. Box 2478 
WA 6-1745 


Houston 

Atlas Office Supply G 
Printing Co 

1502 Seavert at Bell 
CA 2-2218 


Carpenter Paper Co. 
303 S. 66th St. 
WA 3-464] 


Maverick-Clarke, Inc 
1418 Rusk 
CA 2-722¢ 


Morse Wholesale 
3302 Conal 
FA 3-836] 


Stationers Distributing 
Co 

3110 Lamar 

FA 3-0194 


Texas Office Supply Co. 
6628 Gulf Freeway 
OL 4-6537 


Lubbock 
Frank McGlaun Office 


McAllen 

Jones Office Supply 
1065 Broadway 
MU 6-6579 


Office Equipment Co. 
1324 E. Highway 
MU 6-8315 


San Antonio 
Maverick-Clarke, Inc 
215 E. Travis 

CA 7-241) 


National Printing & 
Stationery Co. 

450 Soledad St. 

CA 6-5334 


pg en Supply 
422 N. 


Wichita Falls 

L. O. Nelson Co. 
812 Tenth St. 
Phone : 723-0786 


VIRGINIA 
Arlington 

Arlington Printers G 
Stationers 

2607 Columbia Pike 
JA 7-4094 


Southern Office Supply 
2411 Wilson Blvd 
JA 4-27 


Charlottesville 
Dominion Service, Inc 
425 E. Main St 
Phone: 3-91 6€ 


Covington 

General Office Supply 
203 N. Maple Ave 
Phone : 962-655¢ 


Danville 
Haynsworth’s, Inc 
520 Main St. 

SW 3-361] 
Lynchburg 
B-own-Morrison Co 


1616 Main St 

Phone : 845-2303 
Martinsville 
Martinsville Office 
Supply, Inc 

33 W. Main St 

ME 2-9779 
Petersburg 

T. §. Beckwith Ca., Ing 
125 N. Sycamore St 
RE 2-442} 
Portsmouth 

Virginia Stationery & 
Office Supply Co. 
509 Court St. 

EX 7-4669 


Richmond 
Bainbridge-Virginia 
1320 N. Bivd. 
Phone: 353-2793 


Mutual Stationery G 
Printing Co 

1 201 bs — St 
ELS 


L. A. Sandin 
311 W. Broad St 
MI 3-4484 
Roanoke 


Caldwell-Sites Co 
105 S. Jefferson 
DI 3-174] 


Rocky Mount 
Virginia Office Supply 
Franklin St. 
HU 3-5195 


Winchester 
Caldwell Sites Co. 


WASHINGTON 
Seattle 

Seattle Office Supply 
631 Western Ave. 
MA 4-0290 


Trick G Murray 
115 Seneca St. 
MA 2-1440 


Tacoma 

Hunt’s Office Supply 
1005 Pacific Ave. 

FU 3-153] 


WEST VIRGINIA 
Charleston 

Rose City Press 
813 a St. E. 
Di 3-5] 


Huntington 
Morgan’s Inc. 
1026 Fouth Ave. 
JA 3-7477 


WISCONSIN 
Milwaukee 
Assoriated Stationery 


Supply 
1401 St. Paul 
WE 3-7178 


commercial Stationery 
216 S. Second St. 
BR 1-3592 


E. W. Spangenberg 
200 £ oe 
808¢ 


PUERTO RICO 
Hato Rey 
Francisco Garcia, Jr 


212 Roosevelt St 
Phone: 6-479] 


Mayaguez 
Racames Pena 
P.O. Box 1226 
Phone: 671 & 189 


Ponce 

J. A. Lind 
Villa 142 
Phone: 2-5066 


Antonio Penna 
Atocha 74 
Phone: 2-1087 


San Juan 

Cosa Galguera 
352 Fortaleza St 
Phone: 2-4121 


F. Gavilan & Co., Inc. 
Tanca 259 
Phone: 2-3545 


Gonzalez Padin Co. 
Fortaleza Cruz 
Phone: 2-5700 


Pavia Bros., Inc 
P.O. Box 3425 
Phone: 8-4150 


Real Hermanos, Inc 
250 Tanca St 
Phone: 3-3277 


Santurce 
Mar-Mol Co., Inc 

1406 Fernandez Juncos 
Ave 

Stop 20 

Phone : 3-0404 
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Paper tape vs. punched cards 


... Continued from Page 23 


enced operator can fan through a 
group of cards that are in sequence 
and select what he wants in a hurry. 
If we need the data concerning one 
order, for example, or one account, 
there’s no sweat involved. This is 
not so with paper tape. 

Now let’s get back to our billing 
procedure, Suppose we bill 400 in- 
voices in the morning. Of these, 
only 70 are shipped the same day, 
the balance being held for future 
shipment. The sales department 
may want a report of actual ship- 
ments each day. With paper tape. 
we'd have to create a record of 
shipped orders from the returned 
work copies of the invoice and then 
pass original reel of tape 
through the system to generate a 
new tape representing shipments 
alone. 

With punched cards, it) would 
be a little easier. Since the punched 
card is a “unit record’, we could 
automatically sort out of our orig- 
inal billing file the cards represent 
ing shipments made. All we'd have 
to do then is transfer the same 
cards from the open to the shipped 
file. It wouldn't be necessary to 
produce a new record at all. 

Here’s another = consideration. 
Running a reel of tape through a 
system is usually pictured as a 
simple, speedy operation requiring 
little attention. But, how about de- 
partments that are plagued with 
“specials’”’—special rush orders, spe- 
cial rush checks, etc? In these sit- 
uations, tape processing presents 


our 


problems of handling, filing, and 
maintenance. Data retrieval is cer- 
tainly simpler and cheaper with 
punched cards. For instance, if we 
had 52 reels of paper tape, each 
representing a week of payroll his- 
tory—earnings, taxes, deductions, etc. 
—and all of a sudden we needed a 
report on all female employees over, 
60 years of age for the entire year, 
what would we do? Well, we'd have 
to run all 52 reels through a com- 
puter, after programming it to se- 
lect the data we require. With “unit 
record” punched cards our task 
would be less expensive. How sor 
Well. before running the cards 
through a computer we'd first run 
them through a sorter or collator to 
pull out the ones we wanted to use. 
The reasoning is obvious. Rental ot 
a sorter costs about $60 a month; 
lor a computer it’s nearer to $5,000. 
If we can eliminate a long computer 
run, we're saving money. More- 
over, anything we do on a computer 
has to be programmed, and_ this, 
loo, is expensive. 

But, “tapesters ol the world, 
unite!” Life isn’t completely black. 
The advantages of tape are 
numerous and impressive. There are 
many cases where it is more suitable 
than punched cards. E DP man- 
agers and systems men should fully 
investigate and study all advantages 
and disadvantages of both tape and 
cards before they attempt to rate 
one over the other for a particular 
installation. A wrong choice can 
be verv costly. = 


also 


In this issue... 


For photos and facts on some current 
punched card and tape equipment, see: 


TOOLS OF THE OFFICE 
AUTOMATION IN THE OFFICE 


IN ONLY SIX MINUTES: 
‘THE MOST CONVINCING 
(AND SURPRISING) 
‘TYPEWRITER DEMON- 
STRATION YOU HAVE 
EVER SEEN!!! 


We'd like six minutes—no more—to 
show you the remarkable Smith- 
Corona Marchant Compact 200. 
Just tell us which day you'll have 
six free minutes. Or send in your 
order for the Compact 200 now. 


iinet 
AM-11 
Smith-Corona Marchant, Inc. 

410 Park Ave., New York 22, N. Y. 
_jI'd like to see your six-minute 
demonstration at _. 
on 


______ (quantity) 


new Smith-Corona Compact 200 
typewriter(s). 


NAME 


COMPANY 


ADDRESS 


| 
| 
l 
I 
| 
| 
| 
| 
| Send 
| 
| 
| 
| 
| 
| 
| 
| 


CITY ZONE _ STATE 


Reem came Game GED GEES GEES GED GED GEES GED GEES nm GED GUD GED GED GED GD 


i. 


[s/c/m| 


SMITH -CORONA MARCHANT 


410 Park Avenue, New York 22, N. Y. 


(Circle No. 55 on Reader Inquiry Card) 
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By R. G. MARTIN 


MODERN BUSINESS depends on 
the accountant. He teHs the busi- 
nessman whether he is making 
money or not, and what the business 
is worth. But how good are the ac- 
countant’s answers? Is the business- 
man’s faith in his accountant jus- 
tified? Does accounting really make 
sense? 

In the small firm, the accountant 
may be called the bookkeeper. In 
a giant corporation, he may be 
called the comptroller. Regardless 
of title, it is his job to tell the own- 
ers or managers how their business 
is doing financially. Without this 
information, the business would be 
flying blind. Hence, his function is 
a vital one. 

The most significant information 
he supplies is shown on_ balance 
sheets and income statements, 
forms common to all businesses, 
ranging from the corner drug store 
to U. S. Steel. 

For example, a small business 
owner studies the balance sheet his 
accountant prepares for him. He 


R. G. MARTIN is a partner in a Detroit ac- 
counting firm and the owner of one in 
Charleston, S. C. He is also the treasurer 
and general manager of the Mobilhome 
Guide Corporation in Charleston. 
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the twentieth century, accountants are still relying on 


learns that his assets total $25,- 
501.73. He also learns that his lia- 
bilities total $11,499.72. This means 
that his proprietorship interest, or 
net worth, is $12,002.01, the amount 
by which his assets exceed his lia- 
bilities. 

On his income statement, his ac- 
countant shows him that the busi- 
ness receipts for the year were 596,- 
254.78, and the expenses, $87,114.75. 
The difference, $9,120.03, is his 
profit for the year. 


Accounting reports vital 


The two reports just described 
contain the most important data the 
owner receives from his accountant, 
and he relies heavily on this in- 
formation. These figures help de- 
termine whether he will sell on 
keep his interest in the business, 
or even invest more of his money 
in it. If he sells or buys a business, 
these figures are very important in 
determining the sale price. And, 
it is the accountant that supplies 
them. 

Like this owner, all businessmen 
rely on their accountants to fur- 
nish them with an accurate picture 
of their business finances. Yet, sup- 
prisingly, the methods by which the 
accountants operate are centuries 
old. When ancient physicians were 
letting blood, accountants were 


DOES ACCOUNTING 


In 


keeping records very much the way 
they do today. Modern accounting 
rests on the double-entry svstem ol 
bookkeeping which, according to 
historians, was devised in the [3th 
century, 

This method of bookkeeping. is 
still revered by both accountants 
and businessmen because of two 
“assuring” features. First, is the fact 
that every transaction appears twice 
in the records, once on each side 
of the ledger. Periodically, the two 
sides of the ledger are totalled, 
and naturally, since everything has 
been entered on both sides, the 
totals should be equal. If they sare 
equal, this offers some evidence 
that the figures have been entered 
carelully, and that the arithmetic 
has been done accurately. Failure 
of the two sides to balance out 1s 
an alarm which sends the account- 
ant scurrving back through — the 
ledger to look for mistakes. Once 
the errors have been located and 
corrected, the accountant, or book- 
keeper, is self-satisfied. His employ- 
er, or client, noting the balancing 
totals, feels that all is well with the 
records. 

The second outstanding feature 
of double-entry bookkeeping is the 
fact that) most of the important 
financial data is interlocked in one 
“sell-proving” system. Amounts 
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MAKE SENSE? 


medieval principles of bookkeeping, this writer says 


owed by the business, payinents to 
reduce this debt, amounts owed to 
the business, payments received on 
these amounts, the stock of mer- 
chandise on hand, the value of the 
land and buildings owned by the 
business, the amount of the com 
pany bank accounts (to the penny) , 
the amount of each owner's invest 
ment, and the receipts from. sales 
and other sources, etc., are all in- 
cluded in the double-entry book- 
keeping system, and in such a way 
that the balance of the books de- 
pends on these amounts being re- 
corded accurately, without copying 
errors and the like. 

The obvious value of the “bal- 
ancing out” and “sell proving” fea- 
tures of double-entry bookkeeping 
explains the longevity of the sys- 
tem. Yet, this does not necessarily 
mean it is the best method that can 
be found for keeping business ac 
counts. 


Double-entry fallacies 


In practice, double-entry book- 
keeping has certain serious draw- 
backs. It is not easy to understand 
or interpret. By no means is it hard 
to do, but doing it and understand 
ing it are two diflerent matters. 
For instance, the two words most 
olten used, and misused, in connec- 
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tion with bookkeeping, are “debit” 
and “credit”, yet the meaning of 
these terms presents very consider- 
able difficulties not only to laymen, 
to business managers, and to small 
merchants trying to keep their own 
records, but also to bookkeepers and 
accountants themselves. While glib 
explanations are oflered by many 
practicing accountants on the sig- 
nificance of these terms, such au- 
thorities as Webster's dictionary and 
the Encyclopaedia Britannica usu- 
ally confine their definitions to “the 
left hand side of an account” (de- 
bit) and ‘the right hand side of an 
account” (credit) . 

A second disadvantage of conven- 
tional accounting is that it creates 
a dangerous appearance of  well- 
being. The books can balance and 
be very pretty to look at after be- 
ing prepared in good faith by a 
conscientious accountant, and still 
present a completely distorted view 
ol the way the business is actually 
operating. The practice of having 
the books audited, of course, is de- 
signed to prevent this distortion 
from occurring. Yet, auditing con- 
sists of nothing more than having 
one accountant check the work ol 
another. As long as the work has 
been done carefully with the facts 
at hand, the auditor is not likely 
to discover anything wrong, or mis- 


leading, unless more information is 
brought into the picture. 

Where records are kept in a hap- 
hazard fashion, those concerned with 
the business do not place much 
faith in them. But, where a neat 
set of books exists, it is usually as- 
sumed that the story is a true one. 
However, the balance of a set of 
books has nothing whatsoever to 
do with whether they are complete 
or not. This is understood by ac- 
countants, but not by laymen, in- 
cluding many business managers 
who place great faith in the books 
being kept for them. Many such 
managers, and owners, even support 
that “balance” always means the 
books are correct. The balancing 
system used in double-entry book- 
keeping is responsible for a false 
sense of security on the part of many 
business people. 


Executives at fault 


Business deals and understand- 
ings are often made by absent- 
minded managers who fail to com- 
municate the information to the 
accountant, and the books are none 
the wiser. Therefore, the “picture” 
of the business depicted by the 
accountant can be missing quite a 
bit of background. Assets may er- 
roneously remain on the books long 
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Does accounting really make sense? ... 


after having been destroyed by 
fire or traded in on something else, 
and the uninformed set of books 
remains in perfect balance all the 
while. Of course, conscientious ac- 


‘ countants try to devise methods of 


checking and double-checking the 
information they get from the busi- 
ness, but are not always successful. 

A third disadvantage in current 
accounting methods is that they are 
just mysterious enough to give the 


continued 


accountant a specific, and not en- 
tirely healthy, role in business. A 
plant manager who does not pro- 
duce usually doesn’t last very long. 
However, an accountant’s work is 
generally not too well understood 
by those for whom he works. If 
he does not operate efficiently, or 
if he wants to protect himself from 
criticism, his work is a type of smoke 
screen which protects him from the 
normal discipline of the organiza- 
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tion. It is not unusual to find chief 
accountants with a well-developed 
power complex. The company is 
somewhat at their mercy, and that 
suits them very well. 

Much of this power stems from 
the increasing importance of taxes 
in business operations. The account- 
ant, or comptroller, is ordinarily the 
man through whom most major de- 
cisions have to be routed for tax 
advice. This gives him the oppor- 
tunity to become “‘a little god” to 
whom all but top management must 
defer. This is certainly not appre- 
ciated, or always beneficial to the 
operating personnel within the com- 
pany. 


Trial balance meaningless 


Another weakness in today’s ac- 
counting system is that the “trial” 
balance, by which the correctness 
of ledger posting is proved out, is 
a meaningless figure. The sum of 
the figures from the left hand side 
of the ledger should equal the total 
of the figures from the right hand 
side. Apart from being equal, these 
totals have no significance. This 
point is hard for many non-book- 
keepers to grasp. It is one more rea- 
son why the double-entry system 
of keeping books cannot be de- 
scribed as ideal. In an ideal system, 
we would not amass a giant total 
that had no meaning. 

These sore spots in present-day 
accounting practices do not invali- 
date the excellent work done by 
the accountant who takes his job 
and his responsibility seriously. He 
provides indispensable information 
promptly and accurately. 

Although many excellent methods 
of mechanized bookkeeping have 
been developed and are in use, the 
concepts of accounting have not 
been altered in hundreds of years. 
Perhaps, in this age of the com- 
puter, the nuclear reactor, and the 
man-made satellite, someone will 
find a way to revolutionize account- 
ing, so we can bury the confusing 
and theoretically fuzzy notions of 
debit, credit, and other accounting 
artificialities in the archives of med- 
ieval practices. € 
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QUIT THE TRUCK BUSINESS! 


The lowdown on leasing. Part III — truck fleets without owner problems 


By 0. K. LeBRON 


“IT NEED MORE TIME.” This 
plea seems to represent the most 
often-voiced desire of today’s exec- 
utives. Confronted with growing 
ing complexities in the fast-changing 
worlds of industry and commerce, 
just about all of them are diligently 
seeking ways to secure more time lor 
the major challenges of business. 
Delegating responsibilities to a 
subordinate frequently fails to solve 
the time-shortage problem. ‘That's 
why, when executives seriously ana- 
lvze their multiple and diverse prob- 
lems, they try to determine which 


0. K. LeBRON, a Hertz Corporation vice- 
president, is general manager of the vehi- 
cle firm’s truck leasing division. 
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time-consuming phases of thei 
business can logically be turned 
over to specialists or to organizations 
that offer special services. 

Today’s complex transportation 
requirements, assuredly one of the 
businessman's major problems, war- 
rant careful analysis. For this reason, 
alter examining their truck trans- 
portation situation, many manage- 
ment men are reaching the same 
decision—to get out of the “truck 
business,” and yet enjoy clhicient 
truck transportation, by utilizing 
truck leasing. 

While still a comparatively new 
idea in some areas of our economy, 
truck leasing is being adopted by 
increasing numbers of 
firms. As practical executives know, 
transport problems, which come into 


business 


play on streets and highways beyond 
plant areas, can adversely affect o1 
negate many of the benefits derived 
from overall, well - administered 
management More and 
more administrators, therelore, are 


controls. 


seeking effective management aids 
for the solution of their transporta- 
tion problems. Many have tound 
that one such eflective aid is truck 
leasing. 

In commerce and industry today, 
there are three Common ways lor a 
Company to operate its Own trucks: 
(1) by ownership of the trucks, (2) 
by finance or “net” leasing of the 
trucks, or (3) by full-service truck 
leasing. 

‘The ownership of trucks by com 
panies inescapably entails substan 
lial capital investinent for the 
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initial purchase of a truck or a fleet 
ol trucks, lor the necessary periodic 
replacement of used vehicles, and 
lor maintenance facilities. Thus, in 
addition to tying up money in the 
vehicles themselves, the company 
also ties up corporate money and 
time in maintenance and. service 
charges which can seldom be pre 
dicted) in) advance and must be 
reckoned with as they occur. 

Many companies also face the de 
manding problem of seasonal peak 
duty requirements and the accom 
panying necessity to maintain a fleet 
large enough to handle the heaviest 
duty load. The “spare” trucks re 
quired could remain idle most ol 
the time, representing a considerable 
cost item the year-round, even when 
not in use. 

Admittedly, this problem can be 
solved through the use of transient 
rental trucks available from Hertz 
and other qualified truck leasing 
outfits. Such transient trucks may 
be rented on an hourly, daily, o1 
weekly basis by individuals or busi- 
hess organizations. However, truck 
leasing customers who have a regu 
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lar contract with a lessor maturally 
have first call on Lemporary rental 
trucks. 

In certain. cases, forance leasing 
of trucks is only a partial escape 
hom truck-ownership problems. By 
leasing its trucks under this at 
rangement, an organization gains 
one definite benefit. It averts capital 
investment. Yet, it remains en 
twined ino many of the attendant 
problems of “the truck business.” It 
still must expend money, time, and 
energy to maintain its fleet. 

Many an executive is reaching 
the same conclusion—that his nor- 
mal responsibilities make sufhcient 
demands on his time and attention 
without adding the burdensome de 
truck fleet 
Accordingly, it is only natural for 


tails ol management. 
him to seize the opportunity to 
shift this vital area of responsibility 
into expert hands, through full-serv- 
me truck leasing. 

Under their full-service truck- 
leasing contracts, Hertz and other 
lessors provide all of the necessary 
materials and services — except the 


driver—involved in operating truck 


fleets. This includes not only invest- 
nent in the equipment itself, but 
also garaging, gasoline, oil, washing, 
maintenance, and insurance. In the 
event of a temporary breakdown on 
a leased vehicle, a replacement is 
supplied to the customer until his 
regular truck is returned to duty. 
Phe customer's service is not in- 
truck maintenance 
Important 


terrupted by 
down time periodic 
maintenance is performed either at 
night or during off-hours when the 
trucks normally are not in service. 
This is especially helpful in many 
industries where delivery schedules 
are subject to change. 

Replacement trucks are made 
available trom the lessor’s fleet of 
rental trucks. The same units which 
are ready to fill in for vehicles tem- 
porarily put out of action are also 
on call for peak-period duty. This 
is especially important in those in- 
dustries where peak demands can- 
not always be precisely forecast. 

As we mentioned before, the 


For information pertaining to American Type 
Founders’ advertisement on next two pages, 
Circle No. 4 on Reader Inquiry Card. 
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WHAT ROLE WILL DATA PROCESSING 
PLAY IN YOUR COMPANY'S FUTURE? 


ADMINISTRATIVE MANAGEMENT, which 
pioneered the first reports on Auto- 
mation in the Office in its 1955 issues 
has long since extended its coverage 
to interpret in depth the role data 
processing is playing in the office, the 
trends that it has brought about, its 
implications for every aspect of the 
office’s activities. 40,000 ABC paid 
subscribers* look to ADMINISTRATIVE 
MANAGEMENT to put automation in 
the correct perspective in the office 
field. In addition to its articles in 
depth on every implication of auto- 
mation, the magazine reports each 
month the most important installa- 
tions and latest developments in the 
field of equipment. 


Subject to ABC audit 


dministrative 
anagement 


Formerly OFFICE MANAGEMENT AND AMERICAN BUSINESS 
The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 


212 Fifth Avenue, New York 10, N. Y. 
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Here are some typical features on 
data processing in recent issues. 


Exclusive interview with Kennedy’s new auto- 
WN HRN 5 irccske. fas came wses June 


Plan now for future computer input, output 
On TERR OE ee REPT EO ema Fea July 


Automatic programming: ‘The Second Com- 
puter Revolution” ................ August 
Low-cost data processing centralizes branch 
TEE Cicreckntalea mas Sere September 


Automating management's current confusion 


ae October 
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Truck leasing 


_ continued 


availability of these stand-by trucks 
eliminates the need for surplus 
trucks. “Surplus” equipment, neces- 
sary to take care of heavy seasons on 
busy days, costs its owner money 
when standing idle. Truck lessees 
do not waste this money, and yet, 
are assured that extra units will be 
available when needed. 

One of the major advantages of 
truck leasing is that it conserves 
capital for expansion and other 
DUSIHess purposes. 

Another economic advantage ol 
lull-sservice truck leasing is the Lact 
that all costs — including insurance 
when arranged for under the con- 
tract—can be budgeted in advance. 
There are no hidden expenditures, 
such as unexpected equipment re- 
pair bills, suddenly cropping up to 
upset a company’s finances. 

Not to be overlooked in the im- 
portant matter of costs is the fact 
that full-service truck leasing rates 
reflect. two cost’ savings: (1) the 
lowest’ possible purchase price for 
the vehicle—resulting from the les- 
sor’s ability to buy at fleet discount 
rates and (2) a relatively low cost 
for the associated services ol garag- 
ing, maintenance, insurance, run- 
ning-mile charges, etc., made possi- 
ble by the lessor’s extensive truck- 
ine facilities. 

Full-service truck leasing assures 
a company that it always has the 
right truck and the right number of 
trucks to do the job. Each truck is 
painted exactly as the customer re- 
quests, with his name and identfi- 
cation exactly as he specifies. The 
trucks look exactly the same as they 
would if they were owned by the 
company using them. 

Economists have predicted a 
steadily increasing growth for our 
economy. As the American economy 
grows, so will truck transportation 
increase. Ownership of trucks will 
probably gain further acceptance, 
but I am confident that the greatest 
and most spectacular growth will be 
in full-service truck leasing. More 
and more businessmen seeking el- 
lective management aids will adopt 
truck leasing and enjoy the multiple 
advantages it provides. 


For information pertaining to American Type 
Founders’ advertisement on preceding two 
pages, Circle No. 4 on Reader Inquiry Card. 


ADMINISTRATIVE MANAGEMENT 


‘ro. — —_ a 
eg = oan red 5 ¥ 
. 4 =~ - a on ee | 
; 3 i é res ‘ KS 
4 : a “ : mes 
ay ee TE | # q cs & ~*  % ‘. € = 
° nee 4 | o@ A. br 
mS 4 4 : 3 5 - ; ag é 
a . 3 . a "s s 8 ; Sy 
Z 7 . - . Bo 2 pees ' 
= | = : a Ch Be ods ra iis ke : | | 
ees —— <a Re — aie eo. Ey i 
! ew 
n= < a ae ef "4 . = ¢ i 
«| me 8 Os Rie t—‘— oe | 
oe) - 600 ac | 2 ee 
: aS ee : | Lg eae cialis 
“ ro a E 8 — 3 / See sat ws age 
4 bea ge eee x 3 g aa 
: 2: ; ae 2 ' “ 
: A § ae aie "ae ae Bese ho ary 7% oo & 
| : ar [Pee OS te + tg i ‘- : Py: 
ei oe 4 ul Bor. 20) ee Jig 4 wae A ifs 
& ee ; [ pie hs & Ope Rete esd ee Lae * 
: : TPE, ee = - ie ae ee j 
es "a ee. ae ‘ — bs Age - 4 f 3 
ots — gee pores tla emia A —— 4 = cc ” ie alii | 
; Bie id 4 a, PL 
a 
i 
| ee 
ne | 
ee 
; ess 
See, 
By 0 
: m 
® 2 
s “4 
Ogre 
1€0 
‘ c) 
° 
; > 7. | 
: < 0 | 
“ ee Te ae ee ee TN 
© 2 
, > A 
‘ ee Surat 
tm | 
ie 
* 
| meet a . ; Tiere ae ree = 2 2 “Sg eae Br. aa ies Fe i i a % E 
cetry mak Sa oy ie a fee ee i 7 . — ieee ik Ce ee oye ae . Ses: Pa a Pa é a “ ution & Pe 
: “ae ee ae —< lll ee ae I cb a 


NOVEMBER 1961 


the RECORDAK READER-PRINTER 


For fast, convenient reference to microfilm and printmaking whenever needed 


In seconds the versatile ReEcorDAK Reader-Printer 
gives you a sharp and photo-exact paper copy of any 
document on 16mm or 35mm microfilm, whether in 
roll form, acetate jacket, or aperture card. 


Operation is completely automatic from the in- 
stant Print Button is pushed. Nothing further to do 
but pick up the trimmed, ready-to-use print of the 
projected microfilm image. Cost is about 9¢ for 
photographic paper and chemical used. 


Special features of the new RecorpAK Reader- 
Printer add versatility to its speed and convenience. 
For example: 


@ Microfilm images can be viewed right side up regard- 
less of how they are positioned on the film, thanks to 
Reader Head which can be rotated full 360°. 


@ Full line of accessory lenses of magnifications between 
11x and 34x—interchangeable in seconds—is avail- 
able. The RecorDAK Reader-Printer comes equipped 
with one lens of your choice. 


(Circle No. 49 on Reader Inquiry Card) 


a One-year service at no extra charge . . 


. an important 
Recordak extra that’s backed up by a skilled, nation- 
wide service organization. 


S=RECORDRK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
now in its 34th year 


IN CANADA contact Recordak of Canada Ltd., Toronto 


["———————— MAL COUPON TODAY ——————-—— 


RECORDAK CORPORATION E-11 
415 Madison Avenue, New York 17, N. Y. 


Gentlemen: Send details on new Recordak Reader-Printer. 


Name 


Position 


Company 


Street 


City. State 
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Just push the button ... get a print in seconds + 
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ADMINISTRATIVE MANAGEMENT spon- 
sors the “Office of the Year’ awards, 
given each year for the past 11 years 
to the nation’s six leading new offices. 


THE EXECUTIVE OFFICE’S SPLIT PERSONALITY 


Should it reflect individual taste or the corporate image? 


By FRANK G. LYONS 


AS IN MOST AREAS otf modern 
office layout, there is no single dis- 
cernible trend in executive office de- 
sign. Rather, there appear to be a 
number of different trends running 
counter to one another. This is by 
no means a lamentable situation: 
it demonstrates that there is still 
a good deal of healthy controversy 
in design, and that the time for in- 
dividual expression is tar trom 
dead. 


The paintings, furniture, carpeting and accessories reveal the 
personality of the occupant of this executive office at Holt. 
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Briefly stated, the controversy 
seems to be between tunction and 
status. This, like all generalizations. 
should not be accepted at face value. 
Who can say, for example, where 
function ends and. status seeking 
begins? 

According to J. Gordon Car. 
noted architect, the private execu- 
tive offices in today’s modern build- 
ings are planned more for function 
than as status symbols. Enlightened 
management determines the propor- 
tionate size of offices and distribu- 


tion of windows on the basis of logic 
rather than’ self-importance. Mr. 
Carr sees several factors contribut- 
ing to this trend. One is the high 
cost of air-conditioned space. An- 
other is the modern design advances 
which give the executive everything 
he needs within a smaller area 

One other factor contributing to 
this trend, which the architect sees, 
is the fact that the “new” type ol ex. 
ecutive is much less dependent on 
such status props as luxurious off 
ces. and expensive furnishings, ete. 


Rinehart and Winston. The book-shelves and magazine dis- 
play reveal the firm's personality. By Designs for Business, Inc. 


ADMINISTRATIVE MANAGEMENT 
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Executive office at American Trading Company has a light 
and open look as a result of its glass partitions and soft 


Better educated than his counte) 
part ol thirty years ago, he is less 
susceptible to the temptations of the 
ankle-deep 
teak desk. 

The size of executive ofhces, ac- 
cording to Mr. Carr, should not be 
based on absolute standards, but on 


carpet and imported 


maintaining equality within execu 
tive levels. When the planning ol 
executive ofhces is based on yard 
sticks which have been agreed upon 
in advance by the company’s execu 
lives, a great deal of triction over 
alleged favoritism can be avoided. 

This standardization, in addition 
to saving money by eliminating un- 
necessary executive footage, pro- 
vides maximum flexibilitv for re- 
aligning ofhce lavout when changes 
are desired. 

*( In the Opposite side of the lence 
lrom the strict “functionalists” are 
those executives who want then 
offices to express their own individ. 
ual personality. “To such people. 
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color background. The sofa and easy chairs make the 
office comfortable and “homey” looking. By Duffy, Inc. 


Petite 


The president of Toch Brothers, Inc., prides himself on maintaining an “open-door™ 
policy in his firm. This feeling is reflected in his office design. (J.F.N. Associates, Inc.) 
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any talk about the benefits of stand- 
ardization or functional office layout 
is likely to make them counter with 
the statement that “conformity in 
office design is apt to be depress- 
ing and lead to stagnation.” 

Among the designers who feel 
that the executive office should ex- 
press the individual's personality is 
Jack Freidin of Freidin-Studley 
Associates. 

“Because an executive office is 


I OR A RON 


Office of the president of Tatham Laird adver- 
tising agency combines the traditional taste of 
the occupant with the modern, forward-looking 
image which the firm as a whole has created. 
This “duality” is emphasized by the conserva- 


Office can show personality of 


both executives and companies 


used by only one person,” Mr. 
Freidin says, “it is possible to reflect 
an executive's personality in the de- 
sign.” He points out that this type 
of design may, in the long run, 
prove to be even more “functional” 
than the impersonal office. He says, 
“Executives simply work better and 
more efhiciently in an office where 
they feel at ease.” 

Mr. Freidin is quick to point out, 
however, that, “this individual ex- 
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pression must not be carried too far; 
the executive office is still part of 
the over-all office area and must re- 
main so.” 

Mr. Freidin believes in individual 
expression, tempered, of course, by 
the needs of the firm. He says, “As 
you travel from one private office to 
another, you should be aware of dif- 
ferences in the personalities, status, 
and duties of the men who occupy 
them; each of these offices should be 


tive desk, sofa, and antique chair which blend, 
rather than clash with the translucent ivory 
drapes, and muted warm colors of the uphol- 
stery. The room was planned and designed by 
Jack Freidin of Freidin-Studley, Associates. 
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Don’t read this 
before going to 


(You may not sleep) 


This is the sad, sad story of the man who 
left no stone unturned—except one. 


He went to bed just as you will do to- 
night. He awoke hale and hearty—and on 
the brink of ruin. 


He had every kind of insurance known 
to man. Fire insurance, use and occupancy 
insurance, liability insurance, and casualty. 
Protected against every loss—except one! 

His office was in a “fireproof” building. 
It conformed with every fire law. It was as 
well protected night and day as the Penta- 
gon. And like the Pentagon, where fire de- 
stroyed 14 truckloads of valuable papers, 
he had a fire! 


Here’s what his business lost through his 
neglect: 


Their customer list and prospect file. 
All current personnel records. 


The company’s current legal corre- 
spondence and tax records. 


All current orders, quotations and 
correspondence. 


The accounts receivable records. 


His own income tax records, data and 
checks; and those of his associates. 


This tragedy is typical of scores. In one, 
a million dollar “fireproof” building fire, 
the walls and floors of the building re- 
mained standing, but thousands of irre- 
placeable records in steel files were turned 
to ashes. 


In another “fireproof” building, housing 
a dozen firms in the title, real estate and 
insurance business, fire destroyed all of the 
essential records of these businesses that 
were filed in non-insulated steel files. 


Moral: In Shaw-Walker Fire-Files your 


bed 


records will be vault-safe, and always ready 
for instant use, even after a fire. Your rec- 
ords will be fire-protected not just at night 
but also during the daytime hours when 
most fires (actually 58% of them) occur. 
Shaw-Walker Fire-Files have a 34-year suc- 
cessful record of performance! 

Fire-Files also pay their cost by saving 
time and space. Hours are saved and so 
is floor space because you eliminate en- 
tirely the need for housing records in sep- 
arate safes or vaults. 


If these words fail to convince you, per- 
haps this one statistic will: 93% of the 
businesses that are victims of a fire are so 
seriously handicapped that 43% of them 
fail. And only the 7% with Fire-File pro- 
tection carry on without costly delay. To 
ignore these facts is business neglect of the 
first order. 


All the information on this subject that 
any business needs is available for the 
asking . . . in the famous 248-page Shaw- 
Walker “Office Guide,” now in its 12th 
edition. Write for it. A program of fire pro- 
tection for your essential records can be 
started for less than $200. 


N.B. Many businessmen have Shaw-Walker 
Fire-Files at home, not only for their own private 
papers but also to protect stamp or coin collec- 
tions, keepsakes, rare books, document collec- 
tions and other valuables. 


SGHAW-WALKER 


Muskegon 46, Michigan 
Largest Exclusive Makers of Office Equipment 
Representatives Everywhere 
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The president’s office at Bourjeis 
Perfumes has a masculine “person- 
ality.” Polished wood panels con- 
ceal cabinets which can be opened 
with a touch of the fingertips. The 
custom built desk can handle a 
large number of visitors. Lush 
brown carpeting combines with the 
beige draperies to form an arresting 
color background. Interior design 
by Tom Lee, A.LD. 


Classic. 


in office furniture. With Italian chamfered 


posts, metal-meshed arches, CLASSIC imparts an architectural feel- 
ing of richness to the executive office. Executive desk, credenza and 
modular secretarial unit in walnut . . . finished with KV-C, the 
miracle new oil finish that truly protects the aristocratic beauty of 
wood. CLASSIC: designed to impress . . . designed to put you in 
an atmosphere of distinction. Contact your nearest office equipment 
dealer or write to Dept. AM11, High Point, N. C. 
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ASK ABOUT THE MYRTLE DESK DECORATING SERVICES: 
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. an exciting departure from the ordinary | 


carefully integrated with the overall 
atmosphere of the entire ofhce area, 
showing that each separate office is 
a vital part of a larger operation.” 


Individual self-expression 


Though a good inany executives 
strive to create an image of stability 
in their offices, there has always 
been, and (we hope) always will be 
some more exuberant souls who be 
lieve that their offices should be ex- 
pressions of their own personalities. 
This belief is not inconsistent with 
theories olf good ofhce procedure. 
On the contrary, there are many 
people who feel that since an execu 
tive must spend a good portion otf 
his working time in a rather re- 
stricted area, his surroundings 
should be as pleasant as possible. 
\s long as the decor does not inter 
fere with efhciency (which is, after 
all, the final test), no one can find 
fault with an executive’s design 
ideas, assuming, of course, that they 
do not conflict with the general 
decorative tastes of the firm. 

There are a number of recent 
developments in the field of office 
decoration which should be of inter- 
est to executives. Specifically, we 
can examine some of the current 
trends in wall coverings, upholstery, 
carpeting, draperies, and the use of 
wood. 


Wall coverings 


Wall coverings have become in 
creasingly popular in the past dec- 
ade or so; this has been a direct 
result of the advances in the man- 
ufacture of synthetic fabrics, especi- 
ally vinvl. 

Vinyl as a commercial wall cover 
ing nas had a long and interesting 
history. Initially, it was a plague 
to the designer. Though strong, 
good-looking and easy to maintain, 
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A PROBLEM | 
—S = 


why Baltimore National Bank bought SPEEDLINER units 


THE PROBLEM 


Baltimore National Bank, Maryland’s largest, 

j recently found a critical “bottle-neck” developing in the 
Central Credit Department. Here 15 file drawer 
cabinets were already filled to capacity; 

yet the merger called for housing 

30% more files. It seemed a physical impossibility 
like putting a gallon of water 

into a quart bottle. 


THE SOLUTION 


Baltimore National called in a Wassell 
Methods Engineer to study their problem. 
It was decided to install Wassell 
Speedliner Corres-File after the entire Although primarily concerned with a space prob- 
lem, bank officials were almost equally pleased by 
far faster filing and finding that is inherent in the 
Speedliner’s time saving rotary concept that turns 
unit. Three Speedliners were installed in walking hours into working hours. 

nearly 50% less floor area than 

formerly occupied by the 15 filing cabinets. 


| 


contents of four drawers were shifted 
into one rotor tier of the Speedliner 


Please write for complete brochure 


WASSELL ORGANIZATION, INC. 
DEPT. AM-11, WESTPORT, CONN. 
CAPITAL 7-4111 


n r NAME__ , se 7 
Speedliner’s depth is only 42” as opposed to ADDRESS____ —- = ~ - -- 

the 56” depth required by the file cabinets when ee, 

the file drawers are extended. The 19% overall i) — 7 le 2) ——— 


length of the file cabinets has now shrunk 36% 
to a compact 12’. L_____ EXCLUSIVE DISTRIBUTORSHIPS AVAILABLE -_. ~~ 


| 
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Office of the president of the Gas 
Service Company in Kansas City. 
The wood paneling gives an air of 
solidity to the room, making it, at 
the same time, a little home-like. 
The office was designed and furn- 
ished by a furniture dealer, the 
John A. Marshall Company of 
Kansas City, Missouri. 


it had a low softening point, and 
was resistant to certain dry-cleaning 
solvents and a number of conven- 
tional dyes. Research has changed 


all this, and today, vinyl is one of 
the leading materials manufactured 
in this country. 

Resilient, heavy vinyls protect 


© That was fast, Miss Evans ae 


f 


how do you do it 99 


FILE IT... FIND IT 


when you need it...without delay! 


Ideal for your personal desk or one-drawer file. Contains 
filing plan instruction sheet; 25 A-Z primary guides, 
green; 25 A-Z miscellaneous folders, red; 100 Tuftear 
manila folders; 250 Fanfold gummed folder labels, buff; 
2 cross reference sheets and an “‘out’’ folder. Now on 
sale at your G/W stationer . . . or write The Globe- 


Wernicke Co., Cincinnati 12, Ohio. 


(Circle No. 24 on Reader Inquiry Card) 


plaster, masonry, or any dry-con- 
struction wall. Medium and light 
vinyls, which are used as much as 
heavy vinyls, have been developed 
in a variety of interesting and color- 
ful patterns and shades. 

Other finishes, such as burlap, 
cork, and ceramic wall surfacing, are 
a few of the materials which have 
grown popular of late. Hand-print- 
ad scenics also provide another di- 
mension in design. 

One thing to keep in mind about 
wall coverings is that, though the 
initial cost may be high, much of 
the new wall decoration on the mar- 
ket has a relatively low rate of 
Maintenance cost. 


Upholstery 


Upholsteries offer another area in 
which a great variety of tastes may 
find expression. Here again, modern 
developments have made available 
a whole new range of materials. 
Vinyls, leather, and woven fabrics 
have undergone extensive develop- 
ments which permit the designer 
considerable latitude in choosing 
material for the job at hand. 

Leather has, in recent years, be- 
come an almost totally new mater- 
ial. The range of available colors is 
no longer restricted to the tradition- 
al brown, red, tan, or green. Today 
you can have almost any color you 
wish. . 

Leather lasts long, grows old 
gracelully, and is very easy to main- 
tain. Scratches and scars which ac- 
cumulate in time enhance, rather 
than detract from the beauty of 
leather. 

Orce again, vinyl pops up as one 
of the leading fabrics in the up- 
holstery industry. As a result of its 
relative strength and high-abrasive 
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resistance, it has a distinct advan- 
tage over a number of other ma- 
terials. 


Carpeting 


Carpeting is inexpensive to main- 
tain, durable, and acoustically 
efficient. Its decorative value is 
usually translated into some kind of 
a status symbol. However, in this 
case, the status symbol is useful in 
more ways than one. 

The durability of carpeting de- 
pends primarily on the type and 
grade of fiber used for the pile (the 
tufts of yarn that stand erect from 


the base of the carpet and form the 


surface). As far as durability is 
concerned, the man-made materials 
are generally not as good as the 
natural ones. 

The density and depth of the pile 
is a quick and usually accurate in- 
dication of the quality of a carpet; 
the more fiber per square inch, both 
vertically and horizontally, the bet- 
ter the carpet. ‘The fiber density 
increases resistance to wear, and pre- 
vents carpet matting. 

Broadloom carpets in 9, 12, 15 
and 18-foot widths are being favor- 
ed over the standard 27-inch wide 
goods, because they need less seam- 
ing for installation. 


Drapery 


‘Though draperies are usually sec- 
ondary in the design budget to both 
furniture and floor coverings, they 
are important for light and glare 
control, acoustical properties, pri- 
vacy, heat and cold insulation, and, 
of course, they are. esthetically 
pleasing. 

Properly selected for the geo- 
graphic locale, the view, exposure, 
and orientation of the building, 
window fabric protects the interior 
from the hazards of sun damage. 
They also serve to shield the insider 
from unsightly exteriors while al- 
lowing light or air to enter the 
room. Used on interior glass parti- 
tions, fabric translucently filters 
light, visually increases space, mul- 
fles sound, and gives the occupants 
a semblance of privacy. 

Here we have a design feature 
which serves as a status symbol, and, 
at the same time, has a very useful 
function. This “double usage” 
makes drapery an excellent design 
tool (To next page) 
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designability 


the fourth dimension 
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of business furniture 


72, Prless 


stylized office furniture 
New York [J PEERLESS STEEL EQUIPMENT COMPANY 


pe Unruh and Hasbrook Avenues 
aes cao Philadelphia 11 


Pennsylvania 
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ways 


to 
Easier Filing 


~| Higher Morale 


Increased Efficiency 


Error Reduction 


First and foremost 
in its field, Visi-Shelf 
is the only concept 
of filing, conceived 
and engineered 
specifically for the 
express purpose of 
shelf filing. 
Developed to meet 
the constant prob- 
lem of overcrowded 
files, the crowded 
filing areas and 
Visi-Shelf filing 
system has solved 
these problems by 
making it possible 
/ . to file “more than 


j twice as many 
Fe 


records in the same 
floor space” 

3 Series — 2 Widths (30” & 36”) — 

4 Heights — 96 Filing 

Combinations 


4 
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Exclusive VS features include: 
Finger Tip Compressors 


© Positive locking 
© Free movement 


© Fully adjustable 


Light weight patented Drop Doors 
Face mounted Reference Shelves 
Visi-Shelf File, Inc. 


105 Chambers Street 
New York 7,N. Y. 


Please send catalog and complete deiails 
of the Visi-Shelf Filing System. 


Dept. C 


CED oitcsinensernsensceenisticsoonnnes ZONE.......... 
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Wood 

Wood has always been a favorite 
with executives. Ity quiet elegance 
gives an ofhce a luxurious appear- 
ance and an overall feeling of stur- 
diness. This image 
element ol 
where 


is an important 
design in any room 
company business is to be 
transacted, according to many exec- 
utives. The consensus is that the 
room itself must give visitors a feel- 
ing of confidence in the company. 

The decorative uses of wood 
have been greatly expanded as a 
result of the technological advances 
which have increased its dimen- 
sional stability, and improved its 
cleanability. For example, the glass- 
topped desk — is becoming a rare 
sight, because of finishing methods 
that permit burns, scratches, and 
stains to be removed or easily cover- 
ed. 

Wood's metamorphosis into a key 
element of office decoration indi- 
cates that it will be used even more 
liberally in the future. In many re- 
cently designed offices, carpeting has 
been replaced by rugs so that the 
wooden floors can be used decora- 
tively.. There is an increased use of 
wood paneled canopies over execu- 
tive desks. Manufacturers of up- 
holstered furniture are turning out 
a variety of chairs and sofas which 
have exposed wood framing that 
contributes to the general decor as 
much as the fabric does. 

When you are 
design work, don’t 
office equipment 


planning any 
overlook you 
and office furni- 
ture dealer as possible sources for 
design ideas. A growing number of 
such dealers are entering the design 
field, and they are doing it in a 
highly professional manner. 

The dealer who goes into the de- 
sign field usually has a_profession- 
ally trained and experienced de- 
signer on his staff, as well as a 
number of other experts in such 
fields as filing, storage, and trafhic. 

One such dealer is the John 
Marshall Company of Kansas City, 
Missouri. Pictured on page 48 is one 
of the installations 
company. Making use of their own 
interior design department, they 
performed a complete remodeling 
and structural design job. a 


made by this 


Keep on Top of Every Operation 
With Visual Magnetic Aids 


“Maggie” Magnetic Visual Control 
Boards offer the easiest and quickest 
way to chart sales, traffic, personnel or 
uny other phase of your business. Color- 
ful, magnetic indicators tell you at a 
glance if everything is in the right 
place at the right time. No cards, pegs 
or other nuisance devices to replace 
because “Maggie” Boards with mag- 
netic indicators last indefinitely. They 
pay for themselves many times over 
because the first cost is the last cost. 


Write for FREE catalogue on the most modern 
and flexible control system available today 


FORMERLY MAGGIE MAGNETIC VISUAL AIDS CORP 
11 WEST 42nd STREET + NEW YORK 36, NEW YORK 


MAGNETIC AIDS, INC. AA. 


\cnecre NO. 34 on Reader Inquiry Cavd) 


RECORB. 
STORAGE 


At Lowest Unit 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clip ad to letterhead and 


mail to: Dept. AM-11 


~, BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 
~ 2607 N. 25th Ave., Franklin Park, Il. 
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BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 
every model. All sharpeners GQa 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
(Circle No. 31 on Reader Inquiry Card) 
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Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a ‘must’ where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


Cc. L. BARKLEY & CO. 
Founded 1921 © All Phones MOnroe 6-706! 
1220 W. VAN BUREN ST. * CHICAGO 7 


(Circle No. 7 on Reader Inquiry Card) 
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STATEMENT REOUIRED BY THE 
ACT OF AUGUST 24, 1912, 

\S AMENDED BY THE ACTS OF 
MARCH 5, 1938, JULY 2, 1916 AND 
JUNE 11, 1960 (74 STAT. 208) 
SHOWING THE OWNERSHIP. 
MANAGEMENT, 

AND CIRCULATION OF: 
Administrative Management, 
published monthly at New York, N. ¥ 
for October 1, 1961. 

1. The names and addresses of the pub 
lisher, editor, managing editor, and busi 
hess managers are: Publisher, Donald 
MeAllister, 212 Fifth Ave., New York 10, 
N.Y. Editor, Walter A. Kleinschrod, 212 
bilth Ave., New York 10, N. Y.; Managing 
kditor, Robert L. Caleo, 212 Fifth Ave., 
New York 10, N. ¥.: Business Manager, 
James E. Neary, Jrv., 212 Fifth Ave., New 

York 10, N. ¥. 

2. The owner is: (If owned by a corpo- 
ration, its name and address must be 
stated and also immediately thereunde: 
the names and addresses of stockholders 
owning or holding | percent or more ot 
total amount of stock. If not owned bv a 
corporation, the names and addresses ot 
the individual owners must be given. It 
owned by a partnership or other unincot 
porated firm, its name and address, as well 
as that of each individual member, must 
be given.) 

Andrew Gever-McAllister, Inc. (Corpo- 
rate name), 212 kifth Ave.. New York 10, 
N. Y¥.; Marv A. Gever, 114 E. 84th St., 
New York 28, N. Y.; Donald McAllister. 
212 Fifth Ave., New York 10, N. Y.:; 
Bernard E. Neary, 1521 Zuleta Ave., Coral 
Gables, Fla; James E. Neary, Jr., 212 
Fifth Ave., New York 10, N. Y. 

3. The known bendholders, mortgagees, 
and other securitv holders owning o1 
holding 1 percent or more of total 
amount of bonds, mortgages, or other 
securities are: (If there are none, so 
state.) None. 

4. Paragraphs 2 and 3 include, in cases 
where the stockholder or security holder 
appears upon the books of the company 
as trustee or in any other fiduciary rela- 
tion, the name of the person or corpora- 
tion for whom such trustee is acting; also 
the statements in the two paragraphs 
show the affiant’s full knowledge and 
belicf as to the circumstances and con- 
ditions under which stockholders and 
security holders who do not appear upon 
the books of the company as trustees, 
hold stock and securities in a capacity 
other than that of a bona fide owner. 

5. The average number of copies of each 
issuc of this publication sold or distrib- 
uted, through the mails or otherwise, to 
paid subscribers during the 12) months 
preceding the date shown above was: 
(This information is required by the 
act of June 11, 1960 to be included in all 
statements regardless of frequency of 
issuc.) 39,386. Donald McAllister 

Sworn to and subscribed before me this 
20th day of September, 1961. 

(SPAL) 
ARTHUR M. SPENCE 
Notary Public, State of New York 
No. 60-3782650 
Qualified in Westchester County 
(My commission expires March 30, 1963) 


: Canada: 
| Harter Metal Furniture, Ltd., 139 Cardigan, Guelph, Ont. 


Fin 
cost you ‘money 


People who are not at their work stations 
cost you money. Look at the people in 
your office who are at their desks now .. . 


Are they sitting on 
the edges of their 
chair seats ? 


Are they neglecting 
to use the backrests 
on their chairs? 


Are they siouching or 
squirming in an effort 
to be comfortable ? 


If this is happening, you 
have the wrong chairs 
and it is costing you 
money to keep them! 


People like comfort, and they won't sit 
for long in uncomfortable or improperly 
fitted chairs. The answer? Visit your 
Harter dealer. Only there will you find 
a completely equipped Seating Center 
that takes the guesswork out of buying 
chairs. You see, try, compare before you 
buy. And regardless of your é 
budget, vou are assured of s+.) 
correct chairs for each 4 \ 
job function in ot es f 
your office. 7 


Switch to 
Harter 


v . 


| information, attach this coupon to your letter 
| head and mail to: 


HARTER CORPORATION 
1108 Prairie, Sturgis, Michigan 


Mexico: 
Briones-Harter, S.A., Lago Iseo 96, Mexico 17, D.F 


: New Zealand—Australia: 
: Morrison Industries, Hastings, New Zealand 


(Circle No. 28 on Reader Inquiry Card) 
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EDP 


| ACCOUNTING 
EQUIPMENT 


By LAWRENCE VICTOR 


mM‘ BUSINESSES in our country 
are in a hole and glad of it. 
The hole, of course, is the one in the 
punched card which, since its be- 
ginnings in 18th century France,* 
has been steadily relieving the busi- 
ness world of the burdens imposed 
upon it by the slow, expensive, and 
error-prone human factor. 

In any field and under any con- 
dition, facts are most easily recorded, 
classified, and summarized when the 
documents from which they are ta- 
ken are uniform in size, style, and 
language. Unfortunately, this is sel- 
dom the case. Therefore, any method 
which will translate facts from dis- 
similar sources into a common lan- 
guage that can be read by data 
processing machines has solved a 
problem which has plagued man- 
kind since work was stopped on the 
Tower of Babel. 

This is precisely what the punched 
card accomplishes. The little round 
or rectangular holes are the langu- 
age read and understood by ma- 
chines and by which they are acti- 
vated, 

Probably the simplest comparison 


*The first practical use of punched 
cards was in France where, during the 
18th century, they were used to control 
the operation of looms. About 1780, Jo- 
seph Jacquard perfected a punched con- 
trol card that automated the production 
of patterns during weaving. His invention 
is still used today, in principle, to mass 
produce such items as figured carpets. 


The Underwood Data-Flo combines an alphabetical 
and numerical keyboard on one chassis. Data is en- 
4 tered on tape as a by-product of regular printed entry. 
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Burrough’s F-1500 alphanumeric accounting machine operates 
with a tape or card punch (background). Original data can be 
verified before printing or punching. Approx. base purchase: 
$5,340; approx. base monthly rental: $161. 


to punched card operations would 
be the old pianola. Punched paper 
passing over projecting fingers en- 
gaged certain of these fingers in the 
holes as they moved past. Through 
a mechanical linkage between the 
fingers and the keyboard, particular 
keys were depressed producing mu- 
sic (??). There was no need for the 
player to read the printed score; he 
didn’t even have to know how to 
read music. He just pedalled away 
while the pianola played the piece 
once, twice, or a thousand times, 
never varying in beat and tempo, 
and never making a mistake. While 
making for a stilted musical experi- 
ence, the principle was tailor-made 
for the tiresome, repetitious task of 
gathering data and_ processing it 
again and again and again without 
error. 


EDP accounting benefits 


Like the pianola, punched card 
machines use pins, beams of light, 
or wire brushes which reach through 
the passing cards, if and when a hole 
is present, and engage mechanisms 
on the other side to complete the 
circuit. Depending on how the ma- 
chine is wired, or perhaps on how 
the cards themselves are punched, 
the completion of the circuit tells 
the machine whether the cards are 
to be pulled, edited, sorted, filed, 
compared, counted, printed out, or 
involved in any number of arith- 
metical operations. 


NOVEMBER 1961 


T: 
IBM’s 


o>. 


The advantages of this data proc- 
essing method are mainly in accu- 
racy, speed, flexibility, and economy. 

Accuracy: Any errors that creep 
into a punched card program are 
most likely to enter at the point 
where the operator enters the data 
on her key-punch. This is the most 
vulnerable spot. Despite verification 
controls built into modern equip- 
ment, the machines cannot distin- 
guish between right and wrong data 
before it is punched into the cards; 
these machines work with the data 
supplied to them, and if it’s wrong, 
the results, through no fault of the 
machine, will be inaccurate. There 
are, however, means of verifying 
the transcribing of the data. This 
can be done visually in some cases. 
If a certain spot is to be punched in 
each card in a group, holding the 
stacked group up to the light and 
seeing if the light passes entirely 
through the cards in that one spot 
will quickly verify if the cards were 
processed properly. Or, punched 
cards may be fed through a printer 
and the information visually checked 
lor accuracy. 

Verification can be done auto- 
matically in a number of ways. In 
some operations, amounts punched 
in the cards are totaled and com- 
pared to a predetermined figure. In 
other cases, where there is a rela- 
tionship between amounts on the 
cards, automatic crossfooting may be 
used. If, for instance, x — y = 2, 


858 Cardaty 


pe accounting machine automatically enters 
data from punched cards onto various documents. Multiplica- 
tion, subtraction, and addition is done. Approx. base purchase: 
$11,100; approx. base monthly rental: $195. 


then we can check to see that y + z 
—x =O. If it doesn’t, an error is 
indicated. Devices also determine if 
cards to be sorted are in the right 
bin and if cards to be counted have, 
indeed, been counted. 

The accuracy of punched card 
systems is further assured by their 
ability to repeat the same operation 
over and over again without falter- 
ing. This obviously is an improve- 
ment over the manual mode of 
operation. 

Speed: The speed of data proc- 
essing machine operation over man- 
ual methods is too familiar to detail 
at this time. It’s the combination of 
speed plus accuracy, however, that 
gives punched card processing its 
importance. 

Flexibility: The main advantage 
as far as flexibility is concerned is 
the instant availability of punched 
card data. Information entered on 
the card can be located, processed 
and summarized with a minimum 
of effort. The original document 
may be microfilmed, for instance, 
and stored away indefinitely, the 
punched cards taking its place. 
Moreover, punched cards are easily 
duplicated by gang punching and 
just as easily printed out so that 
copies are always available. 

Very often, the work load may 
suddenly increase requiring either 
extra operators if the work is done 
manually, or more time to do it. 
With punched card equipment, 
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however, the machines can be oper- 
ated over extra shilts with a mini- 
mum increase in personnel. This 
ability to quickly and easily absorb 
sudden work load increases is a fur- 
ther indication of its flexibility. 

Economy: It the punched card 
system can handle extra work with- 
out a considerable increase in per- 
sonnel it’s that much more econom- 
ical. Another economical aspect is 
the reduction of errors. In manual 
operation, each error made demands 
time to be rectified. If the mistake 
goes undetected belore the job is 
finished, the entire procedure may 
have to be repeated. 

Not only do punched card systems 
run error-free, but they are capable 
of performing different operations 
on one set of cards. Instead of hav- 


ing one group ol Operators adding, 


another subtracting, and 


another 


crosslooting, the punched card ma- 


chine. « 


tasks wi 


in handle 


th « 


me run of the 


each ol 


car 


these 


ds. 


\gain, a savings in time and eliort, 
and therefore in money. 


Whetl 


ver ¢ 


yy” Hot 


the installation 


of punched card equipment is leas- 


ible depends on 


the company’s 


willingness to change drastically 
their method of thinking and oper- 
ation. Despite over half a century 
of use, punched cards are still a 
to the majority of othce 
workers. Shifting from manual to 
punched card operation calls for an 
enormous job ol re-education on the 
part of personnel and perhaps a 
complete modification of 
files, and even office layout. It will 


MIVSLeErY 


for 


Ms. 


certainly entail a considerable first 
expense in the leasing or purchase 
ol equipment. Most important is 
the fact that punched cards cannot, 
in most cases, be adapted to the job 
at hand. Instead, the job must be 
adapted to the equipment. Lhe 
amount of time and work needed 
lo program, punch, and check data 
may be too great in relation to the 
sive of the job. The true benefits 
can only be realized when punched 
card data is used again and again 
lor as many different applications as 
possible. In this way, the initial 
cost of obtaining the data is spread 
more evenly. If, however, after all 
this effort, the cards are used just 
and then discarded, chances 
are the job could have been done 
(Continued on Page 70) 
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The illustration above shows how information is 
entered on an IBM card from the original docu- 


ment. The sales accounting department can use 
this card to control inventory, commissions, etc. 


ADMINISTRATIVE MANAGEMENT 
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EDP EQUIPMENT GUIDE 


Prices and rentals for this representa- 
tive group are basic and approximate only 


AMER. TEL. & TEL. CO. 


AT & T’s Data-Phone enables data to be 
sent by punched card over regular tele- 
phone networks. Operator calls station, 
inserts card; at the receiving end, Data- 
Phone receiving set (shown at rear), re- 
ceives and reproduces data in duplicate 
punched card form. By monthly rate only. 


W. H. BRADY CO. 


? 


Brady Key Punch Correction Seals permit 
fast, permanent, correction of holes in 
EDP cards used on any type of tabular 
equipment. Made of DuPont's Mylar, 
seals will not tear off or jam machines, 
according to the manufacturer. Seals 
come 216 to the card, cost about 32 cents 
per card. 


CUMMINS-CHICAGO CORP. 


A ea 


Model 282 card reconditioner straightens 
worn and wrinkled cards, makes them 
useable again. At the same time, cards 
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carrying foreign matter (staples, clips, 
etc.) are separated from the rest. 


Purchase price ......... $3,200 
Monthly rental ........ 80 


FRIDEN INC. 


Friden’s Flexowriter will read punched 
tape, edge-punched cards, or IBM cards 
and feed the data into auxiliary units for 
processing. Flexowriter will also write its 
own program tape. 
Purchase price ....... . $2,900 
Monthly rental ...... 170 


The Friden Selectadata (foreground) 
stores data and then feeds it to the Flexo- 
writer. Data is stored in 8-channel tape, 
Selectadata is suited to handling large 
amounts of variable data. Used above 
with IBM punch. 


Purchase price ......... $1,565 
Monthly rental ........ 90 


Friden Add Punch gives a printed and 
punched tape record from which many 
detailed business reports may be prepared. 
Operates like any standard 10-key adding 
machine, accumulates totals, lists items. 


Purchase price ......... $2,450 
Monthly rental ........ 140 


IBM CORP. 


IBM Card Punch 24 enters data on 
punched cards. Feeding is manual or auto- 
matic. Model 26 has printing attachment 
which enters data along top edge of card. 
Keyboard may be numeric, alphabetic, 


4 or both. 


Purchase price ......... $1,750 
Monthly rental ........ 35 


Typewriter Tape Punch 884 is used as a 
regular typewriter which can enter data 
simultanzously on paper tape. A single 
roll of punched tape equals 1,500 cards. 
Operation is similar to regular typing. 
#- Purchase price ........ $3,750 
Monthly rental ........ 75 


Accounting Machine 402 produces printed 
reports from data entered on punched 
cards. Punched tape automatically con- 
trols carriage movement. Machine adds, 
subtracts, prints totals. 
Purchase price ........ $17,690 
Monthly rental ....... 195 


(Continued on Page 62) 


NOTE: In the October “Tools” 
chart, pages 30-31, we inad- 
vertently listed the IBM 7070 
computer system as renting for 
$300,000 per month. Not so. 
The correct rental is $30,000 
per month. 
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Speed communications with the one 


file 
Compact and inexpensive, it can be placed wherever copies are needed. All-electric, anyone can 
operate it. And, it is fast—copying almost anything printed or written in just 4 seconds! 

Speeding information through letters, memos, meeting reports, is one of the most im- 
portant communications jobs a ““Thermo-Fax” Business Machine can do for you. Copies are 
sharp and clean on white, bond-weight paper. No longer is the slow, subject-to-error carbon 
paper process necessary. 

And, the versatility of the ‘““Thermo-Fax”’ Business Machine doesn’t stop there. It makes 
the “‘short note reply” possible—now you can answer a letter with a marginal note on the 
original, keep the original and send a copy to the writer. It addresses gummed, perforated 
mailing labels. The ““Thermo-Fax” Business Machine also laminates—protecting and beautify- 
ing important papers in plastic film. These and other recent applications make the ‘““‘Thermo-Fax” 
Business Machine the most versatile business machine in the business world. 
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PRODUCT OF 


milf 


COMPANY 


an tran 
mpd 
systems 
copies 


for as little as 2¢ 


machine that does all these jobs! 


~ 


%: 


Eliminate making carbon copies of 
many office communications. Now 
you can make up to 25 sharp, clean 
copies on stationery weight white 
paper in seconds for as little as 2¢ a 
copy. This same versatile paper can 
be bound into any office form and 
give you sharp smudge-proof copies. 


7 


in this field. 3M has studied the communications and paperwork problems of many major industries. 3M has recom- 
mended programs that solved their problems. Many of these programs are in booklet form and available on request. 

Your local dealer for ‘“‘Thermo-Fax”’ Products, too, is experienced in speeding and simplifying communications 
in a wide variety of businesses. He will be happy to study | 


The quickest way to inform and train 
people. “Thermo-Fax” Business 
Machines make ready-to-project 
transparencies from the originals in 
seconds, for pennies. Transparencies 
can be shown immediately on a 
“Thermo-Fax”’ Overhead Projector... 
changes made up to the last minute. 


5 reputation of the 3M Company stems from years of research 


your own communications problems and make a recommen- 


dation. For more information on speeding and simplifying 


your communications, mail the postage-paid reply card. 
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coPYVYiIns MACHINES 


THE TERM “THERMO-FAK" IS A REGISTERED TRADEMARK OF 3M COMPANY 


“‘Thermo-Fax”” Paper Masters make 
short run reproduction possible 
without specially trained personnel 
to prepare the paper masters. At the 
touch of a button, the ““Thermo-Fax” 
Business Machine turns out Paper 
Masters for as little as 12¢, ready 
for the press in 30 seconds. 
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take it — 
from the 
Governor 


it pays to pay with 


ORNSCAR 
still the only continuous tab card with NO medial waste strips 


STATE OF VERMONT 
= ela 


Be RRL Parmer? Of PUBLIC ASSISTANCE 


econ ano i The Honorable F. Ray Keyser, Jr., 
See eee ee Governor of the State of Vermont, 
SPECIMEN } notes with interest the use of 
VQID | FORMSCARD checks by his Central 
Data Processing Unit: Checks 

issued by Vermont’s Treasurer’s 

Office, for Payroll, Public 
Assistance and General Use, 

are all on FORMSCARDS, 

allowing for vouchers of any 
length; side, top or bottom. 


wooinezss | 
ne | 


' —— 


No 0149178 | 


| 


ee ee be sew 
steaks: om SDECIMEN t Other unique FORMSCARD 
features include pre-punching, 
trouble-free feeding at any speed 
and easy separation manually or 
on any burster. FORMSCARD 


can be part of multiple part sets. 


SPECIMEN 
VOID 


call, write or wire 


s 
| | , — forms inc 
Manufacturers of line-hole continuous business forms. 


Samples on request—sales representatives in principal cities. WILLOW GROVE, PA. Phone: Oldfield 9-4000 
60 (Circle No. 66 on Reader Inquiry Card) 
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Tans Sia a 3 yo ee 
pemeag 


ow to be happy 


ough mailing— 


We hired old folks, and teenagers 
after school — anybody who could 
fold, and stuff envelopes. Had to 
watch ‘em like a hawk, to prevent 
foul-ups. Our stenos helped out, and 
hated it — got ’way behind in their 
own work. Took a week for the place 
to get back to normal after every 
mailing. Now a mailing is a one-girl 
affair. But that girl has a Pitney- 
Bowes folder-inserter working for her. 
Jeepers—it’s hard to believe one small 
machine could be such a big help! 

Pitney-Bowes Model 3300-FH can 
fold 500 single sheets, and stuff them 
into envelopes, in eight minutes. It’s 


Pitney 
FOLDERS « INSERTERS 


a table model, takes little space. Set 
it without tools, in less than a minute. 
It can be operated by anybody. The 
inserter unit can be used by itself, 
or with any Pitney-Bowes folder. It 
costs little and soon pays for itself 
in even the small office. 

For mailing statements, price lists, 
bulletins, folders,cards, stapled sheets, 
even daily correspondence, you'll find 
that the 3300-FH helps avoid work 
interruptions, diverting girls from 
their regular jobs, overtime, hiring 
temporary people, or the expense of 
outside mailings. And it makes it so 
much easier to schedule mailings, and 


get them out on time. The 3300-FH 
can be either leased or bought. 

Like a demonstration? Just call 
the nearest Pitney-Bowes office. Or 
send the coupon below. 


FREE: Handy desk or wall chart of latest 
postal rates, with parcel post map and 
zone finder. 


The larger 3100 
Inserter, with 
postage meter, can 
stuff as many as six 
enclosures at once. 
then stamp and seal 
the envelopes at 
speeds up to 
6,000 an hour. 


-Bowes 


Made by the originator of the postage meter... 149 offices in the 
U.S. and Canada, with nationwide service coast to coast. 
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PitNey-Bowes, INC. 
2950 Crosby St.. Stamford, Conn. 


Send free Dillustrated booklet and “case 
studies” on PB Folding and Inserting 
Machines; 2 Postal Rate Chart. 


Name 


Address_ 
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billing machine does. 
‘ a all thre ree : 


The Friden Computyper® is a 
remarkable machine; it reads 
constant data from punched 
tape or cards, writes the data 
down on the invoice, automat- 
ically does all the arithmetic re- 
quired to figure a bill. The oper- 
ator does little more than fill in 
the date and the item quantities. 
The rest is button-pushing. 


For the average business, one 
girl and one machine can be the 
entire billing department. 


Important plus: The Compu- 
typer automatically produces a 
by-product punched paper tape 
summary of each invoice. This 
tape can be automatically con- 
verted into tab cards or fed 


directly into computers. (If 
you don’t use this type of data 
processing, simply run the by- 
product tape back through the 
Computyper and it will give you 
a typewritten billing summary. ) 


For complete information, con- 
tact your Friden Systems repre- 
sentative, or write: Friden, Inc., 
San Leandro, California. 


THIS IS PRACTIMATION;: 
automation so hand-in-hand 
with practicality, there can be 
no other word for it. 


riden 


Sales, Service and Instruction Throughout the U.S. and World 
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EDP Accounting 


(Continued from Page 55) 


Tape To Card Punch 46 converts data on 
punched tape to punched card form. 
Cards and tape are read at the speed of 
46 columns per second. Model 47 will 
print selected data along top of card. 


Purchase price ......... $6,300 
Monthly rental ........ 140 


Sorter 82 automatically arranges punched 
cards in numerical sequence according to 
punched hole in selected column. Each 
pocket has a capacity of about 550 cards. 
Cards are processed at 650 per minute. 


Purchase price ..:...... $2,575 
Monthly rental ........ 40 


Sorter 84 processes cards photoelectrical- 
ly. Card hopper holds 3,600 cards; cards 
are processed at the rate of 2,000 per min- 
ute. Wrinkled, twisted cards trip a card- 
jam device which stops machine. 


Purchase price ........ $10,000 
Monthly rental ....... 250 


ADMINISTRATIVE MANAGEMENT 
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> AMERICAN COMBINES THE OLD-FASHIONED VIRTUES 
WITH THE MOST MODERN EQUIPMENT» 


American Building Maintenance Co. believes in 
streamline techniques (we use only the most 
modern equipment, the most carefully tested 
supplies). But we believe in the old-fashioned 
virtues, too. All our workers have been selected 
for their honesty, thoroughness, dependability— 
as well as their experience and skill. You can de- 
pend upon them to start the job when they’re 
supposed to, finish it when they’re supposed to— 


with strict attention to the thousand and one de- 
tails that make up our expert maintenance service. 

Old-fashioned virtues are just a few reasons 
why ABM (The Giant Janitor) has become the 
world’s largest building maintenance service. 
We would be glad to give you an estimate—with 
no obligation on your part, only ours. Write: 
335 Fell Street, San Francisco 2, California. Or 
consult your local telephone directory. 


AMERICAN BUILDING MAINTENANCE COMPANY 


SERVING MORE THAN 70 CITIES THROUGHOUT THE UNITED STATES AND CANADA—WITH LOCAL LABOR AND LOCAL MANAGEMENT 


NOVEMBER 1961 


(Circle No. 3 on Reader Inquiry Card) 


oa sae —S ee ee ee + s.r = q “a af —  % - — > row ss ~~ o 
—- ne ne ee ‘5 os a —— —<— = ast. Se) ll sy c= oon cass a 
© ae © 
2 ‘ ; . 
| e i 
] os ae 
| J 
] y 
he 
T , a na 
a 
| e5 “di 
fe: a 
e » a A pe, UF 2 Pi: dg ae 4 ve a 7. Sad sal he 
TE, : a ane ; ‘i wee. oe Sen ee ey eae Ma 
Bees a i «es "eee. es gee SA wee eer Pa e ae ie 4 
eS REE sag, is ie > ers , ae oe ie Se ee eee = 
2 " ha 3 " as ¥ Ag i” i St , Lae a ae s " 4 fy 4 - ~ r t i 
i ees . rerrnegs ~ Fa ‘1h aati “4 me eo a So iy 
a. t~ ed ower ys a Peat, ie i 4 Rs Rae ES ©, ; 
oe See a: Be he, ie ae 
ete Be i eligi oo 3g 4 Bag ge eet a -: 
; ‘ Soe ope ff fy Ss lay ae en coal 
a > : e R f ‘ 7.7 wa ae tt in 
aaa he re: Tee / Sk Fee ‘ 
a er eeteeesnsssetesesessnstennnesssssseenenseesiessensasieeeeensiee tee ee ae a eat ‘4 
. ee ser 
Pn howe b SONGh a 
n ey pao, ee le a 
3 PENDABILITY iii Ms P 
. Ba ‘a Teel | vas ci. 
aes rf oe v a hi 
3 epee ll i a a Fa i” i 
Ree. Se, ye ao.) yo a > mer 
i a eee ae Aa a bp a 
“es ew riiretee & “Peet eo ee g ei ee 
J Z fe f : ¥ iz Set a] + ease 27a at pa Piet Mas a) ew " i . ‘oe Me 
s aS: ee. ooh 4 ie rf Ph an al . oa ee: ier Ae a vr ii Me “ ft Lg 
a a Pee peat 5 cs ee nal “ “YBa es Siam > Sate i eye k of. oe ee w Ria We 2 ie 
a Tae — 3 ee a ae. ea 4 i Be ac! ey ae a 
‘ ) sees 5 eer. ane a ec a opee Sy fo ae t} 2. oa ¥ 
eS ii Re aa 4 42: — hi 
| a x a ee 4 — 7 t 
Ae ee ee Si Me an a oe ; wi es Pi 
Bein Ey age ii Oa Oe en . | fe eee ; | ra ia ii 
eae re yi barnes pe se wy x; a H } Lee ‘ 
Vidar. <i s fa ps J al ie ai z, x ci: on 
Mee By Pg <i a ae ey Ce ae : 
ae a cal P an a | as Oe — y re i 
had oe 7 oe 4 er a Ws a ~ % ts ee 
ee ae Tey, 5 »% eo ; a - ) a3 : 
2. — ———— ll itll rel 
aS gt ae aa , es ne ? ih ie i , 
eee i? ag a a 2. ‘ear ie . 
cd i . a *. ae Ply oN . - —- J on ¥ bi ‘ ba) | yt 
aor 4 i a ow A — \ 1 aes - 7 : . id ‘s  Y | 3 
oe ma iG ae, 7 « + Sale eth) i = j 
|i 4 a . ¢ epee 3 
2. ee || Va“ 8 j ,; , 
¢ a a » B: 5 , * Pe see * é 
5 ie a \ ,; i. ——— fi Fe eS 
a S \% 3 Ae Ss 
“d ae aa 4 x? . : ang . 
ee \ ial - bao B + : — od 
‘h . “ a ' j ; 2 : ’ ee coo y 
ea ak. ky, a ’: y ae Lo Bi Ln ite 
eae . oe . Y ih Se ; hi d = a 
mee ee ; ee : / : wt Pei . 
ah ha y —— Bos -* 
ee . ae 2 |». Bee : 
bin ieee ae 5 ag WY Se - ~ ee -~. ~ oe x see 4 A. na a she 
- ial ae - ~ . ee i : > . Bs coal 
\ ~ es : - ine . ‘ ine in. Ae .. et | ye “5 
oe = : 1 ila res i - [os oe i oa * bas i: 
cp. TS ee ‘tw: — = me ~ 2a fis : 
Lie & a " — »* —_ a 3; = 2. 
Wier 2 te Ol 7 pee 
ee seh e, is eer ; ‘ aes: a 
Ta et he See: s BK By, i. a i ee ar ¥ 
a, ae . Re Oe ; i 
Oy Bay. on f , % b, Ad. et: rae ne . : 
Pie, lien ei” "ty, 2 | : yey 
ea - : P " u Sie a ve7 ae fs oe. aa ce 7 ee : tise 
iit ay 
py 4 aif. 
“hs 2 
* , ‘oe af 
ceo ees ¥ 
4 ht Dh Se ‘ A 
7 7) 
of RS LS oR ca 
a aye: ec tak “2, + 
iia & # a 
ri : wo. ae a 
mi Ae ' 
Soe a aes : 
Meder Ell! |) | Me Sadneuees . 
Ses Wiel tie aie 
Cx. q hy) a ; 
a ‘ 
< la 4 <U F 
« 
i 
; 
rs ee if 
_| 63 Te 
F 
4: 
7 ee . ag’ = ; he (irae <a esr: poy} a Ee cet . ed = _, S ae : =e if 
Sink a ai er a ae ee > 2 a ae ie ee eo eee. 2? poe el ee 


The Magna Charta... 


was laboriously recopied for each 
of the many nobles who affixed his 
signature thereto. 


Today, important documents are 
typewritten and many copies 
are made. For more copies and 
better legibility, we suggest 

Sea Foam Bond—America’s 
leading second sheet! 


Watermarked Sea Foam permits 13 
legible copies, lies flat, never creases 
or curls, erases in a whisk, and 

is available in seven colors for 
better channeling. 


Teachers, Secretaries, Bosses! Write on 
your letterhead for the Sea Foam 
sample packet, today. Write Dept. AM116] 


BROWNVILLE 
Paper Company. ~ 
Brownville, New York | 
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How to write correct 
statements in ¥3 the time 
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One writing (instead of three) records your Statement, Journal, and Ledger Card 
when you use the new Multi-Rite® Accounts Receivable Package System. 

You can get your statements out in just one-third the normal time, with no 
chance of transcription errors. 

All the materials you need for your accounts receivable system are here, in one 
package. And re-ordering is as simple and inexpensive as the original package. 

Start using the Multi-Rite Accounts Receivable Package System with this month's 
statements. Contact your local Y&E or Cesco representative, or write for details. 


a YAWMAN & ERBE .c. sheppard co. piv. 


44-13 21st STREET, LONG ISLAND CITY 1, NEW YORK 


4 
| 
| 
| 

Please send me your folder on the Multi-Rite Accounts Receivable Package. 1 
| 
| 
| 
1 
| 
I 


---------- 
7 
= 
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EDP Accounting 


. continued 


IBM's 1001 Data Transmission System 
utilizes regular telephone lines to transmit 
punched card data at the rate of 12 col- 
umns per second. One or more sending 
stations may be linked to a receiving set. 
Service is on a lease basis only and regular 
use of the telephone is unaffected. 


MONROE CALC, MACH. CO. 


The Synchro-Monroe accounting machine 
is shown above connected to an IBM card 
punch. The control chassis has a_ plug- 
board and encoder board which simplifies 
a change from tape to card hookups. 
Purchase price ........ $3,134 
Monthly rental ....... 86 


NATIONAL CASH REG. CO. 


The Compu-Tronic electronic accountit 
machine is especially designed to handt 
involved calculations. A mistake will sto) 
the machine until the error is corrected 
Purchase price ........ $11,500 
Monthly rental ....... 350 


ADMINISTRATIVE MANAGEMEN! 
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SEMEN! 


MATCHED! 


MATCH YOUR INVENTORY TO INCOMING ORDERS... 
WITH A LOW-COST ROYAL McBEE SYSTEM TAILORED TO YOUR NEEDS. 


Lower inventory levels mean higher profits. Stagnant 
stock costs you money. Spoilage, obsolescence, insur- 
ance, storage, taxes — when you tag these factors 
onto your original stock investment, they sometimes 
add up to as much as 25% of the inventory value. 
But low-cost Royal McBee systems give you the kind 
of up-to-the-minute data that keeps inventory at its 
lowest practical level. And the system is simple and 
speedy. It eliminates bothersome 
transcribing and auditing, reduces 
reference time to a minimum. With 


ROYAL McBEE 
CORPORATION 


Royal McBee systems, stock-on-hand should seldom 
exceed —or fall short of —delivery requirements 
They’re ‘‘matched.”’ 
Adaptable to the needs of any size plant. For over 
50 years, our representatives have been solving inven- 
tory and other business problems with flexible 
Royal McBee equipment. Your nearby Royal McBee 
man will be glad to discuss a low-cost system 
; tailored to your needs. Call him. Or 
ROYAL write to us for information at 850 
srrcausstsimsusiness xcanes §=Third Avenue, New York 22, New York. 
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NELOPES -TENSION A 


> 
haf Just One pry 
Offa] 
fal Sample fal] 


Will Show You Why... 


VA NOISN3SL* Sad013 


* TENSION ENDS 


ENVELOPES 


e Cut CLOSURE COSTS 
by ONE-THIRD or More! 


e Get BULKY CONTENTS 
to Addressee Safely! 


Catalogs, price lists and other 
bulky enclosures can be in- 
serted and securely sealed by 
one person where two formerly 
did the job using clasp, mois- 
ture type gum or even “tucking” 
flaps. Tension TOUCH’n SEAL 
seals at a touch—without 
moisture. 


NOW THAT “OVER LETTER -SIZE” 
3RD CLASS MAIL CAN BE SEALED 
... you'll save both time and 
money with the Touch ’n Seal 
closure. Ideal for small and 
large mailing operations or 
everyday mail room use. Many 
sizes in stock for immediate 
delivery — both open end and 
commercial (open side) styles. 


, HAVE YOU SEEN 


... "The Influence of 
Envelopes,” a full color 
movie telling the fascinat- 
ing story of the envelope 
from paper to ultimate use. 
Available at no charge to 
interested groups. Write 
\, for details. 
bension Enveiope Lorp. 

818 East 19th Street 
Kansas City 8, Missouri 


* S3Ad@G 


* TENSION ENVELOPES +: TENSION ENVELOPES 
* SAGOIFANSA NOISNSAL 


* TENSION ENVELOPES 
* SAMOTISANS NOISNSGAL 


Please send me FREE SAMPLES of 
Tension Touch ‘n Seal envelopes. | 
would like more information about use 
of your full color movie. 


Nome 


Firm 


Address. 


ENSION ENVELOPES 
S3dO013AN3 NOISNSL 


\ a City. State. . 


¥ 
S3dO73AN3 NOISN 2 
(Circle No. S on Reader Inquiry Card) 
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. continued 


National’s Account Number Verifier 411 
detects clerical mistakes being entered into 
data processing machines. Attached be- 
tween the data generator and the auxiliary 
unit, errors stop the machine. 
Purchase price 
Monthly rental 


REMINGTON RAND 


The Card-O-Matic Punch consists of a 
regular key punch with the keyboard re- 
moved and placed on a separate chassis. 
This permits remote location of the punch 
while the keyboard is within easy access. 
Parchase price ......... $6,270 
Monthly rental 


In the 90-column Numerical Punch, holes 
are not punched individually. Instead, the 
data is entered and a single key causes all 
the holes to be punched at once. This 
makes it easier to correct an error before 
it’s entered on the card. 

Purchase price ......... $1,737 

Monthly rental 


Next Month: _ 


EDP Accessory Equipment 


At 800 cards per minute. The 421 sorter 
performs selective numerical sorting, se- 
lective alphabetical sorting, alphabetical 
numerical selective sorting, and selective 
numerical and digit sorting. 
Purchase price 
Monthly rental 


Type 308-55 Tape-To-Card Converter 
punches data from 5-channel tape onto 
punched cards. Speed is 420 characters 
per minute. The punch may be used alone 
as a regular card punch unit. 
Purchase price ......... $5,065 
Monthly rental 


Type 202 Portable Electric Punch is made 
to be easily carried from one location to 
another. The punch will operate from any 
standard outlet and either one or a num- 
ber of keys can be depressed at once. 
Purchase price ... 
Monthly rental 
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more strength—more length 


You pay a bit more for our Park Avenue® Silk Ribbon. 


But consider what you get. 


® The ribbon is strong as a lion. It survives hard use. 
® It’s sheer. You get sharper, more accurate originals 


—and the clearest carbons possible. 
# It’s 6 yards longer. That's several 


hundred thousand more characters. 


More yardage, more ink, more for 


your money. And less ribbon changing. 


ROYAL McBEE CORPORATION, 850 THIRD AVENUE, NEW YORK 22, NEW YORK 
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SPECIALISTS IN BUSINESS MACHINES 
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PARK AVENUE 
S/LK RIBBON 


Royal Park Avenue Ribbons are available in regular 

silk (18 yards) or heavy-duty silk (16 yards). Each 

spool is boxed, with specifications clearly marked. 
Park Avenue is typical of the high standard of all 


QYA) 


Roytype® supplies —thousands, to fit 
every office need. Call your Royal rep- 
resentative. He'll help you select just 
the product you’re looking for. All from 
Roytype — all superior. 
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EDP Accounting 


. continued 


Type 318-1 Card-To-Tape converter is 
useful in converting bulky cards to tape 
that is easily handled. Tape is punched at 
the rate of 900 characters per minute. The 
machine is card-operated. 
Purchase price 
Monthly rental 


Photoelectric Key Verifier Type 2450 
compares the information on the key- 
board with that punched on cards. Errors 
are caught and accuracy is indicated with 
a mark placed on the backs of the cards. 

Purchase price 

Monthly rental 


TELETYPE CORP. 


compare the 
all-new 


DAVIDSON 


<< 
~~ 


DUALITH | 
500 — on 


For amazing new efficiency & economy 
in office & business printing 


Now this one compact, superbly styled Davidson Dualith 500 will handle virtually every 
office and business printing requirement. 


For quality and efficiency the new Dualith 500 is unequalled. It delivers up to 8,000 top 
quality, money-saving impressions per hour...up to 16,000 on “both sides at once” jobs. 


Its operation is quieter, easier and far more convenient. And its increased productivity 
and other cost-saving features will delight the time- and motion-study engineers! 


Add to this its attractive appearance, the smart new decorator colors available and the 
printing flexibility and versatility of the Dualith 500, and we are sure you will agree it’s 
the biggest advance in small offset equipment in more than a decade! Send today for 
colorful brochure. And better yet, see a demonstration! Consult the “Yellow Pages” for 
the Davidson office nearest you or write directly to 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, N. Y. 


YEARS AHEAD IN DESIGN — MILES AHEAD IN PERFORMANCE 
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The BRPE tape punch and the CX tape 
reader operate at 100 characters per 
second. For use in high-speed, tape-to. 
tape communications systems, they may 
also be used as input and output devices 
for computers. 

Purchase price (BRPE). . . .$790 

Leased by ‘phone, telegraph Cos. 


1° 


Model 28 LARP is an off-line tape punch 
designed to capture and record data being 
sent over message communications equip- 
ment. Can be attached to calculators, 
adding machines, electric typewriters, cash 
registers, etc. 

Purchase price .......... $445 

Leased by ’phone, telegraph Cos. 


Tape Reader—Type LBXD will read 5, 6, 
7, or 8-level codes at 100 words per min- 
ute. It will serve as output and input for 
data processing equipment. It can be 
placed atop a desk. 
Purchase price .......... $660 
Leased by ‘phone, telegraph Cos. 


UNDERWOOD CORP. 


Underwood Data-Flo 733 accounting ma- 
chine is shown enlarged on page 52; pro- 
duces punched-tape as by-product for use 
with tape-to-card converter below. 
Purchase price......... $3,750 
Rented by leasing agencies only. 
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Santee Acco fastener 


Simply slip punched papers over pronged base section 
of fastener. Then add compressor section to lock papers 
and prongs in place. 


Keeps papers secure 


Holds letter, legal—any size sheets. Ideal for work sheets. 
Comes in 7 base lengths — from 2%” to 8%”. Up to 6” 
capacity. 


Makes folders spillproof 


To avoid the hazards of loose paper filing. simply punch 
two holes in any ordinary folder and insert Acco fastener 
as shown above. 


At its best in Accobind 


The fastener is built right into this Accobind folder. 
Made of firm pressboard, it never sags, saves file space. 
Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 


(Circle No. 1 on Reader Inquiry Card) 


NOVEMBER 1961 


69 


oa. ae we}. ae) , i ie ions _ ‘2. - 2c > ae oe te. — ‘Dynh Se te ae Rt RRS 
% 
Be RUSS Ry ‘ 4 ae : ; - ; ai 
‘ Bike 7 aN i ae ; oa 
ipe rs j j — oe * =. ; ss : a is 
per | ae ? 1, ie pitt eS " 
to- a . ; ; ; ee 3 ee Ree ; " 
ae Bee Pe ee ok, = N3 reff, 
lay er j — at Bue Stage ine 
ces Hs . > € j a ie ole oe a % 
re ; o Mpa eae ae ag ae er” ¥ bie Nd Boy 
iy 1 ae ' Ss ate - a Sai hae 
z ’ ee ah ge <r fe 
A‘ . ; ’ ~ ~s Seu. pile ge = ath oe erate os 
a ” ! eae ——7 . 3 _ “3 
a. , ee at — a - 
= os y i *. — pee ee 
4 " ee Ba. aS Fs ee me. J - ; 4 
. he “a : - er -, cad 
i , - 
re 4 NN ae ee . - 4. . 
SS =. = | _ “4 : 
8 — ue es LLP RS oat * : . 
ie ‘ a ~~ 2 Sh ees i . eB 
a ee ae . he oF 4; al : a oe " ma 
Bees ee oS ~~ . ge : eae hae 
oe CS i . 35 oo : cs ) 
| a . a ‘ ~ Ses, _™ i a. ee sen tS 
ee te a ‘. , ON eke eee ae - : — ge Rs 
— ll ~ ares FO ae : 
4 ‘ 5 a Y i " - ee i eg a 
nf ; * ty #8 ae a : ¥ a Ne i 4 a = % ae glee i 
Be acer, O& oOo “ae ae ey a: The at ee as fe = “an ‘ 
\ ? es cme ee I me eeu i ees ike ie 
: OC pee ae en ae p ie Bi as ee xs t - 
eS "7 : ine ge “ PE thi . Ss : ar _ , f Pe NSE : oo 
a a" : F 7 o< er > ee & P i ee £7, ie es zs 4 a 
abe . ‘ 7 > g : : 7 a = e esa, . “4 és. es “5 ae - 
och | ee y = fp ile eS zs 
. Sie ; : dees iy. Eke. . rae . + ~{ wr wee: ty he as asi 4 
Ing ee See EE ; : | St a ge a = 
i eee eae eg" gs gh ie ow * te Pre ee “eee ey 
ip- | ee i, te ns ; ei — — Saya .: 
Ors, ¥e ae 4 ™ Pa Dae ee ee ho ea ae 
: ‘ + tee ‘ se 
ash | 5 MP iin @ # 
a ‘ 
7) 
be 
- 
7 2 
‘ BN 
( Po ae i 3 i 
4 ‘ J + Me te oa Repke ie Trt, ays Ba ae = 
7 cs, a See tee F ‘ a i ¥ . at rai, 
ot : : « ~y a — ; s m pe * * i A aig my ay at 2 e x J 
ig q vat eu te pia Ss 3 es Ss . 4 
is a oe 5 fh ra | 
eee a 4  Sae. see, ey ve 
i , a3 # 
on § y 
5s tie 
min- a ¢* 
| for ae 
Bi : +e ier 
| be j — *y: ss 
‘ hing? es. ~~ 7" . - = > 8] 
dy Sil SS a fe lo - J 
m4 Eee a be & 7 a ~ ay > e ei 
ot ~ ‘ ie een e Ei 
. OO Do ues @ Bae % ms v g ¥ o> — e 4 
0) ate aT he r — é 
j ¢ a age, ae ; & 
= ae ee er 
— ‘ sae oe a 
fe rs ai Pe : 33 ate 
a es og - . 
. rs ye ee eo. oes ae 
er 4 . pe ee P Anes a 
itis Fy a! Tee Pe = se 
sa ws oo ee De 7 a 2 ; 
ii. Ki ae pak “i an 4 
a 
Po ee . 
Be a : 
_ ee ’ 
| a ‘ 
e ua 
ee 4 
= a 7 
ite 
a 
rr 
ae a ¥ Eve » . ee 3 es mer Es i "a : ieee | ee ak be “ eee ae 
ee Se is, oe : 2 ee, al BAe . ) ae Zz sg ae y ONES reason q Pet) kd, ee 
ae? Re ee eee ee ee hi i, “eS ier. a 


OFFICE PARTITION-ETTES 


Arnot Partition-ettes by Royal meet 
virtually every office requirement — 
every decorating situation. With more 
standard components, sizes, and 
finishes than any other line, Arnot 
Partition-ettes can be readily arranged 
— or rearranged — to meet existing — or 
changing — office layout needs. Truly 
unrivalled flexibility in the office fur- 
nishing field! Partition-ettes are an 
integral part of the exciting modular 
concept of office design and only Royal 
gives you such flexibility, such com- 
pleteness, such quality! Write for all 
the other features that make Arnot 
Partition-ettes FLEXIBLE! 
@eeeeeeese0cdeee06080 
Arnot Furniture Division 
ROYAL METAL MANUFACTURING CO., 
Dept. 6-K, One Park Avenue, N.Y. 16, N.Y. 
Please send me the Partition-ette® story. 
Name. 


Firm. 
Address. 
City. Zone___State 
® 
OFFICE FURNITURE 
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.. continued 


Underwood tape-to-card converter con- 

verts tape from Data-Flo above to 80 col- 

umn IBM punched cards or magnetic 

tape. Operation is fully controlled by an 
interchangeable plug board. 

| Purchase price........ $35,000 

Rented by leasing agencies only. 


VICTOR ADDING MACH. CO. 


Victor’s Data Punch system captures data 
on tape as it’s entered on the adding ma- 
chine. Simultaneous operation eliminates 
all manual operations incident to the pre- 
paration of punched tapes. Both full-key- 
board (above) and 10-keyboard models 
are available. 


Purchase price......... $1,800 
Monthly rental......... 


(Continued from Page 54) 
more cheaply with manual help. 
Basic equipment 

The basic piece of equipment in 
a punched card system is the punch 
itself. This may resemble an adding 
machine (numeric) or a typewriter 
(alphabetic). In some cases, the 
/ punch may combine both numeric 
and alphabetic functions. 

Information may be entered by 
the operator or automatically. Key 
punches can perform such functions 
as: 

Duplicating: If one or more items 
in the data to be punched is com- 
mon to all the cards in a group, the 


common data can be punched into 
the first card and then automatically 
duplicated in the following cards, 


Interpreting: The information 
contained on punched cards may be 
converted into printed data by 
attachments called interpreters. 

Mark-sense punching: Mark-sense 
punching will automatically punch 
cards according to electrically con- 
ductive marks made by special pen- 
cils. 


Summary punches: Votals or 


DOLIN STRETCHES 
‘SPACE AND BUDGETS 


DOLIN — the most complete specialized line of 
budget stretching record storage equipment for 
every business need and the unique ‘wall stretch- 
ing’’ DOLIN MOBILE STORAGE SYSTEM — the 
combination proven to be THE answer to storage 
and space problems in offices and _ factories 
throughout the country. 

For further information on Dolin products and 
mobile storage ‘ideas’ write today. 


LOW COST 

BUILD-UP 

SHELF FILES 
e 


1 SHELF & 

2 SHELF 

LETTER & LEGAL 
with 

“ADD-A-DOORS” 


DOLIN 
MOBILE 
| SHELF 
FILING 
SYSTEM 


KEEP MORE 
ORIGINAL 
RECORDS 
IN LESS 
SPACE 


ECONOMICAL 
STEEL 
TRANSFER 
FILES 


45 STOCK SIZES 
3 COMPLETE 
LINES 


FOR EVERY 
RECORD 


DOLIN 
MOBILE 
RECORDS 
STORAGE 
SYSTEM 


| KEEP MORE 
ORIGINAL 

| RECORDS 

IN LESS 

SPACE 


WRITE FOR FREE MOBILE 
STORAGE LAYOUT SURVEY 


MOBILE STORAGE DIV., DEPT. AM, 
DOLIN METAL PRODUCTS, INC. 


| 315 LEXINGTON AVE. B’KLYN 16, N. ¥. 
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SIZES 


Now... make Verifax copies of 2 letters at a time! 


(or copy forms, drawings, and documents as large as II x 17 inches) 


Kodak’s new Verifax Auto-Twin 
Copier doubles your output in rou- 
tine copying —makes 10 Verifax cop- 
ies (5 copies from each of 2 letter-size 
items) in a minute! 

What's just as important, it extends 
your copying range to include the 
popular 11 x 17-inch engineering 
drawing size and equally large office 
forms. A 4-page oflice form, for ex- 
ample, can be copied on the front 
and back of a single sheet of paper, 
using two sheets of Magic Matrix. 


EXTRA COPIES AT LOWEST COST 
The new Verifax Auto-Twin Copier, 
like all Verifax Copiers, uses a Magic 


@ ® - 
Verifax Copying ... GIVES YOU EXTRA COPIES FOR LESS THAN 1¢ EACH 


NOVEMBER 1961 


NEW FROM KODAK... 
VERIFAX AUTO-TWIN COPIER 


motorized for fast, easy operation 


Matrix that gives you the extra copies 


you need for less than 1¢ each per 8% 


x 11” copy. (Or less than 2¢ for double 
size.) Compare with other methods, 
with which you pay “first copy” price 
for each extra copy. 

SPECIAL FEATURES of the Verifax Auto- 
Twin include automated feeding of both 
Magic Matrix and pre-trimmed copy 
paper, and push-button controls for ex- 
posure and processing. 

See how these add to the speed and con- 
venience of Verifax Copying. Phone your 
local Verifax dealer today. (See Yellow 
Pages, under Duplicating or Photocopy- 
ing Machines.) Or mail coupon for free 
folder on new Verifax Auto-Twin Copier 
and complete line of Verifax Copiers. 


(Circle No. 21 on Reader Inquiry Card) 


EASTMAN KODAK COMPANY 
Business Photo Methods Division 
Rochester 4, N. Y. 72-11 

Please send free folder giving full 
details on new Verifax Auto-Twin 
Copier. 


(] Check if you have a Verifax Copier. 


Name. 


Position 


Company 


Street 


~ 


City 


Zone State. 
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EDP Accounting 


. continued 


accumulated on an ac- 
counting machine may be punched 
into cards when a summary punch 
is attached. 
Selection: 


balances 


Some punches, 
equipped with selectors, can dil- 
ferentiate between certain cards in 
the same runs. Credits, for exam- 
ple, can be compared with credits. 

Verifying: A verifying mech- 
anism, working in conjunction with 
the punch, will scan the card imme- 
diately after the card has been 
punched. If the verifier’s “eye” 
focuses on a spot where the key 


punch tells it a hole should be, and 
one isn’t there, an indicator regis- 
ters the error. 


Accessory equipment 


Because a punched card is a rec- 
ord of only one unit of a transac- 
tion, each card by itself means 
little. In order to extvact any bene- 
fits, cards must be arranged in a 
meaningful way. This permits the 
development of reports and the 
printing of statements, invoices, 
checks, ete. This is the job of sort 
ers and collators. Sorters read data 
punched in a‘Single column of a file 
of cards and separate them accord 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


ME 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately '2 ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automaticaily collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World's Leading Manufacturer of Collating Equipment 


weS— Dept. E3, 100 Church Street, New York 7, New York 
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ing to the number or letter read. 
Cards are separated by falling into 
pockets called “stackers.”” Some sort- 
ers can count the cards that fall into 
each pocket or they can count all 
the cards. Because sorters can be set 
to detect only selected punches, cer- 
tain cards can be removed from a 
stack without disturbing the se- 
quence of the whole group. Com- 
plete files can be put into numerical 
or alphabetical sequence. 

Collators are more complex than 
sorters and are meant to comple- 
ment them. A collator can read 
several columns of several cards at 
once. The collator has several major 
functions: 

Sequence checking: A_ file of 
punched cards may be checked tor 
sequence. A misfiled card can be 
separated from the rest or the ma- 
chine may stop. 

Merging: Two sets of punched 
cards arranged in the same sequence 
may be combined into one file with 
all the cards of the same number 
and designation together. 


Matching: Two sets of cards may 
be fed into the two leeds of a col- 
lator to see that for each primary 
card there exists a secondary copy. 
Unmatched sets can be detected and 
separated from either or both files. 


Editing: Cards can be checked in 
the collator for consistency, blank 
columns, mis-punches, etc. 


Information trom 
punched cards may be printed as 
part ol reports, documents, ete. 


Printing: 


In addition, collators may accu- 


! mulate totals and select and remove 


certain cards from the file. 

The accounting machine is the 
third group of machines essential to 
punched card systems. Accounting 


-machines can not only read and 


print data fed to them into punched 
cards, but can cause the resulting 
group totals to be punched on a 
new set of cards through an auxil- 
iary punch. When the data on each 
card is printed on that card as it 
passes through the accounting ma- 
chine, we have what is known as 
detail printing; when the account- 
ing machine prints only group sum- 
maries, it is said to be group print 
ing or tabulating. When the totals 


1 

/are accumulated and relayed by 
| Wire to a summary punch where 
| they are punched into another card, 
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saves its entire yearly cost... 
every six months.’’ 


— FIRST NATIONAL BANK & TRUST CO., Hamilton, Ohio 


“A trial use of one NCR (No Carbon Required) Paper form resulted 
in a direct cost reduction. We now use it for ten different forms and 
receive additional savings. 

“NCR Paper saves us time and gives complete satisfaction by pro- 
ducing clean, clear copies each time we use it. 

“Previous experience showed we spent too much time inserting 
and removing carbons. Also, copies were often illegible — a com- 


20th oldest National Bank mon weakness. 
in the United States. “NCR Paper enables us to process more forms in less time be- 
cause originals and copies are picked up as a complete unit, ready 
ee ee a a for processing. There are never any carbons to insert or remove. 
money by using these NCR Paper forms: “We estimate the time savings and other advantages we get with 
Daily Statements, Universal Journal sheets, ° ° ‘ iced : ” 
Scien Sade & Bade ecmmaie. Sateen. Pte: NCR Paper enable us to save its entire yearly cost, every six months. 


cipal & Income Cash Ledgers, Notices of Correc- 
tion in Deposit, Cash-in & Cash-out Correction 
Notices, Note Notices, Demand Tickets, Demand 


interest Due Notices. Pas 
Wo SS nai NOTICE OF CORRECTION IN YOUR DEPOSIT VICE PRESIDENT AND CASHIER 
we SST 
| —r NOTE NOTICE ree 13 pA fame wal Silareh fuel be woe: SS ver eanaans Doe 


Receipt Insved On This Date 
aadiatoead PAYABLE AT THE FIRST NATIONAL BANK & TRUST CO ‘ 
- om 


Toru § 
Our om THE Briow Dut Dare 


INTEREST DUE DATE DEMAND INTEREST DUE NOTICE 
5 , PAYABLE AT THE FIRST NATIONAL BANK & TRUST CO @ & notify you that your Deposit Receipt hee been changed from 
wawitow ome 
— — — To & 
ee ee 
wore » waase ware or wore “UOMETT Seance a | cere Br Ce ee 
rror tn addition or udtrection s 
perm nlnaing ____. 
———— Bar ineloded bat not listed ——— 
pom listed eo 8. ____ Should be .______ 
wae becnipt lemned for $_____._____ Should be - siatideal 
To 
(Checked by. 
Proof Dept 
00 on 0 00 ORIGINAL 
su eere feo oF 


NCR PAPER 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMINATES 
Another Money-Saving Product of 
THE NATIONAL CASH REGISTER COMPANY, Dayton 9, ono CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES © 77 YEARS OF HELPING BUSINESS SAVE MONEY 
(Circle No. 42 on Reader Inquiry Cord) 
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New quick-as-a-flash VERI-VISIBLE 
halves posting or checking time. 


FIND AND TAKE OUT INSTANTLY. 
Veri-Visible keeps many thousands 
of records on view at operator’s 
finger tips. She instantly finds and 
takes out any one of them for post 
haste posting by hand or machine. 


LEAVE IN AND CHECK INSTANTLY. 
Without even removing card, oper- 
ator can check indexing and balance 
on completely visible corner and 
side margins. Compact, Veri- 
Visible portable or floor units 
handle anything from coded punch 
tapes and cards to one-time state- 
ment and ledger sets. Send coupon. 


Left-to-right indexing 
keeps thousands of 
cards at operator's 
finger tips. 


Adjustable dividers let 
you fit system to records. 


“Card Out” signals 
speed refiling. 


Double-view margins 
keep customer's name 
and balance always 
on view. 


Bem isiece 


1 ACME VISIBLE RECORDS. Incr 
{  2'tt West Allview Drive, Crozet, Va. 


I'd like to know more about the way Veri-Visible systems can 
cut time and costs on my posting, checking and billing. 
NAME TITLE 
comeanr 
AOORESS 
‘Sus 7ONE___STATE 
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EDP Accounting 


. continued 


the accounting machine is said to 
be summary punching. 

In addition to all this, the ac- 
counting machine can perform the 
usual posting and entering fune- 
tions. 

Calculating punches not only 
divide, multiply, subtract and add, 
but also do crossfooting. Results 
can be punched in the cards from 
which the data is taken, or data may 
be stored in memory units for 
future use. 


Costs: now and later 


The costs of an EDP accounting 
system are dificult to determine and 
the amonut, when arrived at, can be 
deceptive. ‘The case costs vary great- 
ly according to the volume of work, 
the complexity of the job at hand, 
and the amount of reshaping com- 
pany policies and operations must 


undergo. The best way, indeed the 
only way, for the inexperienced 


user to arrive at a meaningtul figure 
is to look at the cost in the light of 
future savings since one of the 
phenomena of EDP accounting sys- 
tems are the additional savings they 
permit above and beyond those for 
which they were originally pur- 
chased. Almost all users find that 
soon after installation, new and un- 
expected uses arise with their ac- 
companying economies. 

In the preceeding list of some ma- 
jor accounting equipment, the pur- 
chase costs and rental fees have been 
included to give the reader 
idea of the money involved. ‘The 
amounts shown are those for the 
most basic systems; in many Cases, 
additional attachments will push 
the cost up quite a bit. The figures 
are approximate only and should 
not be taken as the final amount. 
The only way to get the exact cost is 
to consult the manutacturer’s local 
representative or sales office. Ad- 
ministrative Management has said 
it again and again until some read- 
ers may think we're overstating the 
matter, but the truth is that no po- 
tential user of data processing 
equipment should attempt to deter- 
mine his equipment needs without 
consulting the manufacturer's sales 
office or at least a professional con- 
sulting firm. The amount of money 
involved can be staggering; if a 


some 


wrong choice is made, the losses can 
be enormous. 


Should we or shouldn’t we? 
An operation as considerable as 
the installation of EDP equipment 


Coat and Hat Racks 
1” Tubular Steel 
Mirror Bright Chrome 


36” Double ‘Sholt Rack $16.45 
Single, Double and 


Triple Shelves. Attach 
on standard 16” stud 
centers, 2°-3'-4'-5‘-6' 
lengths. 
Floor Stands 
36” Double Shelf 
$43.95 
112” square posts. 
Floor Stands for 36°’ — 


48°'-60" and 72” 
Hangers 


Open Hook, $3.30 Doz. 
Closed Hook, $3.90 Doz. 
Immediate Delivery 
BEVCO-Precision 


831 Chicago Ave., 
Evanston, Illinois 
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ST COSTLY RE-DRAFTING OF 
0 Pp ORGANIZATION CHARTS 
The COFFIELD MA 

EVERLASTING , 
Interchangeable 


ORGANIZATION 
CHART 


EASY TO CHANGE 

A typist, a typewriter aod typing paper are all you 

need to keep your chart up to date It's that simple! 
ings sptec specomnas ne 


ELECTRO-MOTIVE DIVISION 
GENERAL MOTORS CORPORATION 


t 
! I 


} 


PTO 
mE 
TT 

a inten) 


| a" 1 


Sizes to Fit Any Org anization St Structure 


Eliminates All Costly Drafting 
Photographs for a Prints 
Invaluable as a Visual Training Aid 
All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 
Write be Free 16-Page ee oo 
h Price Schedule No. 


MANAGEMENT CONTROL CHARTS CO. 
1731 N WELLS ST. CHICAGO 14, ILL. 
(Circle No. 35 on Reader Inquiry Card) 
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should be the occasion for some ser 
ious soul-searching. While each sit- 
uation has its distinct problems, 
there are certain areas of concern 
that are common to all. Here are 
some questions every management 
should ask itself before making the 
final decision on adapting EDP ac 
counting methods: 

|. What are the company’s objec- 
tives? Are they realistic? 

2. Considering the company’s fin- 


ancial situation, can conversion be 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
pointments. Use the MEMOGENDA. Permits 
constant survey of work ahead .. . results in 
working without strain. Checks out completed 
tasks and builds valuable history of activity. 
Users say they gain more time for living by 
making the best use of their working hours. 
MEMOGENDA is a 96-page book, wire bound 
in a flexible leather-like covering. The right 
hand pages (81/2 x 11) have numbered lines, 
one for each item. Opposite pages are for 
additional memos . . . includes instructions 
for use, an annual reminder, 3-year calendar, 
and active telephone list. 

Price $30 a dozen F.O.B. factory, or send $3 
for sample, postpaid. Full refund if it isn’t 
the best investment you ever made. 


KANO LABORATORIES 
1024 Thompson Lane, Nashville 11, Tenn. 
(Circle No. 32 on Reader Inquiry Card) 


‘EFFICIENCY — 


THE. LETTEREX CORPORATION 
_ Washington 24, D.C. — 
(a division of Allied Paper Corporation) 
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accomplished without imposing an 
intolerable burden on its pocket- 
book? 

3. What physical changes will be 
necessitated by the introduction ol 
EDP techniques? 

I. What will the conversion do 
to present employes Will their 
morale deteriorate? 

5. How many of these employes 
will be able to adapt their talents to 
data processing? How many new 
emploves will have to be hired from 
the outside? How 
ploves must gor 

6. Is the volume of work high 
enough to warrant data processing 
equipment? Will at least 500 items 
be recorded each day? 

7. Will the transactions be simi- 
lar enough in all cases so that their 
processing can be standardized (the 
secret of EDP success) 7 

8. Are you considering data pro- 
cessing because you need it or be- 
cause “it's the thing to doz” 

9. Have vou exhausted all other 
possibilities of doing the work 
more Cheaply while getting the de- 
sired. results? 


many older em- 


10. Are vou willing to go through 
a period of frustration, errors, sys- 
tems re-alignment until data pro- 
cessing proves itself? 1) 


Following is a list of manufacturers 
mentioned in this article. 

Additional information may be had by 
circling the appropriate numbers on the 
Reader Service Card. 


American Telephone & Telegraph Co., 
195 Broadway, New York 7, New York. 
(101) 
W. H. Brady Co., 727 W. Glendale Ave., 
Milwaukee 9, Wisconsin. (102) 
Burroughs Corp., 6071 2nd Blvd., Detroit, 
Michigan. (103) 
Cummins-Chicago Corp., 4740 N. Ravens- 
wood Ave., Chicago 40, Illinois. (104) 
Friden Inc., San Leandro, California. (105) 
IBM Corp., 55 Church St., White Plains, 
New York. (106) 
Monroe Calculating Machine Co., 555 
Mitchell Ave., Orange, New Jersey. 
(107) 
National Cash Register Co., Main & K 
Sts., Dayton, Ohio. (108) 
Remington Rand, 315 Park Ave. South, 
New York 10, New York. (109) 
Telatype Corp., 5555 Touhy Ave., Skokie, 
Illinois (110) 
Victor Adding Machine Co., 3900 N. Rock- 
well Ave., Chicago 18, Illinois (111) 


ERASER 
DESK SET 


(Office Workers Want It . . . Naturally!) 


For Erasing PENCIL, INK, 
BALL POINT, TYPEWRITING 


An Excellent, Inexpensive Gift 
With Year-Round Utility 


800 JET TRIO, attrac 
Con- 


WELDON ROBERTS No. 
tive, convenient, versatile. 
tains one each of 3 luxury-tex- 
ture rubber eraser sticks, each 
over 41%” long, for erasing al- 
most any writing. Each in attrac- 
tive, individual, transparent plas- 
tic holder with pocket clip. 
Convenient size and shape. 


Set contains: 


No. 825 JET ERASER. 
With fine red rubber stick, 
for pencil erasing and clean- 
ing. 


No. 827 JET ERASER. 
With business-like gray rub- 
ber stick, for erasing ink, 
typewriting, business machine 
writing. 


+ JET eraser 838 


No. 838 
BALL POINT JET. 


Special ‘Ball Point’’ 
green rubber, 
erasing. 


in 


formula 
for ball point 


Ball Po 


Holder tips unscrew so eraser 
sticks can be moved outward. 
Not a mechanical gadget. 


ON 
ERTS 


ELD 
B 


Plus 3 refills, 
one for each texture. 3 


oO 


Set in smart, transparent 
plastic case only 534” x 2” x 
54'’. Exceptional for time- 
saving desk duty. Fits con- 
veniently in poeket or bricf 
case. 


ORDER YOUR JET TRIO SET 
OR SETS TODAY. 
ONLY $1.00 EACH, POST- 
PAID. Use the coupon. 


| 
WELDON ROBERTS RUBBER CO. ’ 
365 Sixth Avenue, Newark 7, N. J. u 
: Enclosed find check or money order for $..... 
covering Jet Trio Desk Set(s) 
ME a odusicns das RAtevA SaaS Ee aeaD ANE Tm 
NC is: sad bas Mane eNWah omnes kewemeed 
DE 4 cena ies akKhaew a eer eee NS 
; ST eee ee PE awasasen 
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AM eee ATION 


IN THE OFFICE 


BURROUGHS INTRODUCES COMPUTER FAMILY 


B200 line includes punch card readers with solar cells 


BURROUGHS is using artificial 
light as the fuel for high-speed read- 
ing of punched cards in its new 
family of B200 solid-state electronic 
computers. Within the B124 Card 
Reader are minute solar cells, meas- 
uring less than one-eighth of an 
inch, that absorb light from tiny 
lamps and convert it into electrical 
voltage and current. 

The punched card is passed be- 
tween the lamps and cells in the 
read station of the card reading 
unit. Light passing through the 
holes in the card activates the self- 
contained solar cell, which gives off 
the necessary current to perform the 
read operation. A second series ol 
solar cells simultaneously identifies 
the column being read. These are 
the same type cells used to re- 
charge space rocket batteries. 

The B124 Card Reader is a com- 
ponent of the basic punched card 
system in the new B200 series. This 
system is described by Burroughs 
president Ray R. Eppert as a “work- 
horse computer” which will signifi- 
cantly increase productivity in med- 
ium and large-scale punched card 
applications, 


This is the B260 basic punched card sys- 
tem of the new Burroughs B200 line. 
From left to right, the components are: a 


76 


“It is not a stripped-down ver- 
sion of a high-priced computer, but 
the first completely integrated, 
moderately-priced system designed 
especially for the punched card 
market,” Eppert says. 

In addition to this punched card 
electronic computer system, called 
the B260, the B200 series includes 
the B280 magnetic tape system and 
the B250, a card system with a hard- 
copy record processor. Also included 
is a fourth system introduced earlier 
this year. Known as the B270, it is 
particularly suited to financial data 
processing applications because ol 
its ability to accept documents en- 
coded with magnetic ink, as well as 
punched cards. 

All the B200 systems were devel- 
oped to meet the specific require- 
ments of high-volume, low invest- 
ment business data processing appli- 
cations. The equipment offers ad- 
vantages previously available only 
in more costly machines. 

For example, the Burroughs sys- 
tems are the only ones in their price 
class that utilize two high-speed 
card reading units. This feature not 
only doubles “input” speed, but in 


card punch unit, line printer, central pro- 
cessor, and two card readers. The punch 
can turn out 300 cards per minute, while 


many cases, eliminates much time- 
consuming card sorting and re- 
handling. 

System productivity is enhanced 
by internal “buffering.” Because 
the electronic central processor op- 
erates at speeds many times that of 
the mechanical units, magnetic core 
“buflers” (temporary data storage 
devices) have been installed to com- 
pensate for these differences and 
balance the flow of information 
through each system. 

Another innovation is the tech- 
nique employed for feeding punched 
cards into the system. The card 
readers move cards into the “read” 
position at the command of the 
central processor. This is accom- 
plished by means of electrical im- 
pulse, rather than mechanically. 

First deliveries of B200 systems 
will be made in the fall of 1962. 
A computer punched card elec- 
tronic computer system will sell for 
$183,650 and rent for $3,750 
monthly. Sales prices of magnetic 
tape systems will range from $252,- 
180 to $384,780, with monthly lease 
rates from $5,235 to $8,435. 


(Circle No. 116 on Reader Inquiry Card) 


the capacity of the readers is 800 cards 
per minute. Above is one of the tiny solar 
cells that provide power for the readers. 
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PAPER PET 


outlook clear 
disposition sunny 
more than that 

she'l/ save you money 


Bring a kitten, goat or your favorite hamster to the office —the boss may fix you with the evil eye. But here's one office 
pet he'll welcome. Ozafax 120, the trim, table-top copier that puts money in the bank. By streamlining your purchasing- 
receiving-paying cycle. Narrowing your shipping-billing gap from 8 days to 2! Getting your bills out, your money /n faster.One 
company saved $17,000... another $15,000... with fast, error-proof Ozalid billing. Besides getting and keeping billing up to 
date, Ozatax handles other office chores. Copies just about everything —letters, forms, reports, drawings. And fast... up 
to 13 feet per minute. Put this multi-purpose copier to work for you. It's easy. Ozafax... 
and all other Ozalid machines. ..can be bought, rented, leased through six convenient 
plans. Write today for details and our booklet ‘Money 


Saving Ideas." Ozalid, Dept. 123, Johnson City, N. Y. OZA a | - 


Ozafax 120... Bi//ing Favorite. Lowest priced one step diazo copier WE REPEAT 
with automatic separation. Simple, space-saving, dependable. 


7% 
<e 
Remember: for best results from Ozalid Whiteprinters use '@) Z yN = | >) " 


Ozalid Paper and Ozalid Supplies...we repeat; use Ozalid 
Paper and Ozalid Supplies DIVISION OF GENERAL ANILINE & FILM CORPORATION 


(Circle No. 44 on Reader Inquiry Card) 
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-WEDONT Ff SYSTEMS, EQUIPMENT 
EXTRUDE PENS [eee AND SUPPLIES 


LIKE | 


Because onlya 


MOLDED 
BARREL 


Can give you a 
‘Finger-fit’Grip! 


Executive chair is one unit of a new 
ENGINEERED FOR BETTER WRITING, the 
new Eagle Stickpen lets you write 
longer... more comfortably . . . without 
finger fatigue. Extruded competitive bar- 
rels are one shape from end to end, but 
Eagle’s molded barrel is beautifully 
sculptured at the finger grip to a scien- 
tific shape that fits your hand. Made of 
high-impact, odorless Forticel, it will 
never shatter, crack, warp, craze, or 
change color. Your new Eagle StickPEN 
will stand more abuse, and it looks more 
expensive than ordinary office pens! 


A MOLDED, “FINGER-FIT” GRIP, 


Plus All These Extra 
Quality Features! 


@ SILVERED TIP FOR “CUSHIONED” 
WRITING 


@ PRECISION TURNED BALL SOCKET 
@ STAINLESS STEEL BALL 


@ SOLID BRASS (Not Plastic) 
CARTRIDGE 
m FILLED WITH THE FINEST INK 


m EACH PEN INDIVIDUALLY 
TEST-WRITTEN 
BY HAND 


group of modular furniture. General 
Fireproofing Co., Youngstown 1, Ohio. 
(Circle No. 117 on Reader Inquiry Card) 


Copy paper is made of a_ heavy - duty 
material which permits easy filing, and 
less wear and tear. Interchemical Corp. 
Copying Products Div., 417 E. 7 St., 
P.O. Box 58, Cincinnati 1. 

(Circle No. 118 on Reader Inquiry Card) 


y F1OVa => arr 


Electric paper cutter is 
designed as a compact 
office machine. Cutting 
more than a ream of pa- 
per in seconds, the “Tri- 
umph Electric-15” feat- 
ures an easy-to-read back 


STICKPEN: gauge, making it simple 


MEDIUM POINT 
Fed. Tax. Incl. 


 wodsaw NAdMOLILIS 


GUARANTEED BY EAGLE RESEARCH +8 “4 a syn ra 

ith Sales Corp., 2 : 

EAGLE PENCIL COMPANY ai man 2 YM 

Headquarters: Danbury, Connecticut ‘Z sa gid in a ete 

NEW YORK + LONDON + TORONTO + MEXICO + SYDNEY + BOGOTA (Circle No. 119 on Reader Inquiry 
(Circle No. 19 on Reader Inquiry Card) Card) 
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For more information about any product circle correspond- 
ing number on reader inquiry card inside back cover. 


| 
Hy 
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Storage file cabinet harmonizes with office decor. 
Measuring 40x52x18 in., the unit occupies 
5 sq. ft. of space, and holds 12 transfer boxes. 
Office Equipment Mfg. Co., Inc., 2212 Summer 
St., Dallas 2, Texas. 

(Circle No. 120 on Reader Inquiry Card) 


Portable dictating machine is fully transistor- 
ized, completely self-contained, and weighs only 
5¥2 pounds. The unit is powered by a nickel- 
cadmium battery. Stenocord Corp. of America, 
29 Broadway, New York 6. 

(Circle No. 121 on Reader inquiry Card) 


Projection screen converts into a handsome decorative 
accessory. Available in 2 models, standard 40 x 40 
in., $26.95, and deluxe 50x50 in., $36.95. Da-Lite 
Screen Co., Inc., Warsaw, Ind. 

(Circle No. 122 on Reader Inquiry Card) 
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included in 


FREE SCIENTIFIC 
WRITING TEST KIT! 


Purchasing agents who've used this 
kit acclaim it ‘‘The most practical 
measure of ball pen performance ever 
devised!” 


Get the actual handwriting test that 
every Eagle Stickpen must pass after 
it has successfully passed 10 other 
rigid “Quality Control” tests! Specially 
devised by Eagle laboratory techni- 
Cians, this scientific writing test 
shows up even the slightest imperfec- 
tion of any ball pen .. . under actual 
writing conditions! No buying execu- 
tive responsible for supplying his per- 
sonnel with good office pens can 
afford to be without this instructive 
test kit! 


GET YOUR SCIENTIFIC 
WRITING TEST KIT... 
NOW...FREE! Compare in 


your own hand, the Free Eagle Stick- 
PEN against any other ball pen—using 
your own individual writing method 
and style! 


FILL OUT AND MAIL THIS COUPON! 


Name 
Title 
Company 
Address. 


EAGLE PENCIL COMPANY, DANBURY, CONN. 


Without obligation, please send me the 
new Eagle STICKPEN included in the FREE 
WRITING TEST KIT that shows up even the 
slightest imperfections of any ball pen, 
under actual writing conditions! 

7 


City a Zone 
State 


« 


(Circle No. 20 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 


AND SUPPLIES 


Electric light dimmer has an inconspicuous light 
switch that fits any standard 2 in. switchbox, and 
operates both incandescent and rapid-start fluores- 
cent lights on the same circuit. No special wall 
construction is required for the device because the 
dimmer’s transformer can be surface mounted in 
a remote basement, attic or closet. Harvey Hubbell, 
Inc., Bridgeport, Conn. 
(Circle No. 123 on Reader Inquiry Card) 


. 
Get extra mileage 
from your carriage 


{4 


with quality WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 
Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 

And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company + 3 Amherst Street * Cambridge, Mass. 
(Circle No. 63 on Reader Inquiry Card) 
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Photocopier is equipped with a dis- 
posable plastic cartridge, eliminating 
all mixing and pouring of solution. 
Lightweight and portable, this 17- | 
pound machine is attractively styled 
in beige. Rovico, Inc., 320 Market 
St., Newark, N. J. 

(Circle No. 124 on Reader Inquiry Card) 


be 


No. 4 


oe BLACK & eFr 
NYTEX 12 YARps 
CORONA x 
SMITH CORONA PORT 
OR ELECTRIC porr. ’ 
STERLING 


Executype 
L_mrewarren RIBBON 


FRAWKEL Cape 
On 2 Rigeo 
Deaver 23, Chiat Company 


Typewriter ribbon combines 
the qualities of silk, nylon, and 
the finest cloths. $12 per dozen. 
Frankel Mfg. Co., 285 Rio 
Grande Blvd., Denver 23. 


(Circle No. 125 on Reader Inquiry Card) j 


Fo: more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 
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 CARBON-INTERLEAVEO GUMMED LABELS ~ 
FOR TYPING AND EMBOSSED PLATE ADDRESSING 
WITH OFRMONO PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION 


MASTERPIECE 


from the ‘DUPLI-MAIL’ line of addressing labels 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings eff- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


BE EUREKA SPECIALTY PRINTING CO. 
AA BOX 149, SCRANTON 1, PA. : 


@r. mw. REG, U.S. PAT. OFF. & CANADA 


(Circle No. 22 on Reader Inquiry Card) 
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WHAT EVERY EXECUTIVE 
SHOULD HAVE... 


Business-Letter 


Deskbook 


Each time you face a letter-writing 
problem, this new desk manual will 
give you exactly what you want. It 
is convenient . .. easy to use. It 
provides over 200 model letters 
ready for dictation. They cover 30 
business subjects ranging from ad- 
justment and collection letters to 
sales letters and ‘‘Thank You”’ notes. 
Each section features practical let- 
ter-writing tips to help you develop 
a personal style. And, finally, this 
manual is spiral bound with flexible 
covers. It lies flat, with the pages 
open. 

Why risk damaging impressions 
with “below par” letters? Why settle 
for less than the best? 


Se dina aa dad salty oa eae $7.50 


plus postage 


SEND FOR YOUR COPY—NOW! — 


WASVAAVAAVAsAssssassaeasssasasaany 


> 


‘ Please send a copy of the BUSINESS- 4 
g LETTER DESKBOOK on 10-day trial. If its | 
6 doesn't fill the bill ($7.50), I'll return it # 

te . 6 | 
for full credit. ‘ 

: C] Bill us ( Check attached ; 
‘ 6 | 
LE eRe EE Re a 
, U 
: Position. : 

, , 

¢ Firm o | 
s A, ’ | 
§ Street ; 6 | 
4 6 | 
: City st Zone... State : | 


DARTNELL 


4660 Ravenswood Ave., Chicago 40, Ill. 


(Circle No. 13 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES 


aw 


Desk calendar with a_high- 
impact styrene base is available 
in a variety of colors. $2.50. 
Memindex Co., 149 Carter St., 
Rochester 21, N. Y. 


(Circle No. 126 on Reader Inquiry Card) 


Metal bookcase is designed to 
be installed in a continuous 
line pattern with existing coun- 
ters. Lyon Metal Products Co., 
Aurora, Ill. 


(Circle No. 127 on Reader Inquiry Card) 


Executive sofa is designed in 
a modernistic style. The unit 
is part of a new group which 
was specifically designed to 
give a light, open feeling to an 
area limited in size. Monarch 
Furniture Co., High Point, N.C. 


(Circle No. 128 on Reader Inquiry Card) 


THe BED ZLL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, corrugated cartons, etc., 
into uniform resilient strands ideal for 
packing purposes. Especially adapted to 
shredding confidential records, blueprints, 
etc. Built in 5 sizes: 200 to 3,600 lb. per 
hour. 


Compact, economical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds \” 

to ‘%". Designed for continuous and trouble- 
free service. 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
| |not satisfied—return—owe nothing. 


| UNIVERSAL SHREDDER COMPANY 
| SAGINAW, MICHIGAN 
(Circle No. 59 on Reader Inquiry Card) 
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Steel desk in a new S-drawer 
style has been added to a 
modestly priced line that also 
includes 2, 3 and 4 drawer 
models. Haskell, Inc., P.O. 
Box 5273, Pittsburgh 6. 


(Circle No. 129 on Reader Inquiry Card) 


For more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


You Get Things Done With 


Boardmaster Visual Control 


. = 
rN 


Gives Graphic Picture of Your Operations— 
Spotlighted by Color 


Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
Simple to operate — Type or Write on 


Cards, Snap in Grooves 
Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc 

~~ Made of Metal. Compact and Attractive. 
Over 500.000 in Use 


Full price $4950 with cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
Yanceyville, North Carolina 
(Circle No. 25 on Reader Inquiry Card) 


24-PAGE BOOKLET NO. G-300 
Without Obligation 


NOVEMBER 1961 


Floor smokers, in high-style 
aluminum, are protected by a 
burn-proof finish. From $16 
to $24. McDonald Products 
Corp., 213 Duk-It Bldg.. 721 
Seneca St., Buffalo 10, N.Y. 


(Circle No. 130 on Reader Inquiry Card) 


WHAT EVERY SECRETARY 
SHOULD HAVE... 


i THE — 
Correspondence 


with 
CLEAR 
ACETATE 
FRONT 


Manual 


It’s best not to assume each girl in 
y 

details of business correspondence 
in her head. Make sure she is in full 
command of modern practice by pro- 
y 

al. The American Business Writing 
Association says: 


our office has the thousand-and-one 


iding her with this practical manu- 


“This manual gives what office- 
workers want in a_ stylebook— 
quick, trustworthy answers on 
matters of form for business com- 
munications. Each of the three 
sections (Letter Style, Grammar 
and Usage, Word Guide) is 
printed on a stock of different 
color. The book fits the hand or 
a desk drawer nicely, has pleasing 
flexible covers, and lies flat with 
the pages open. Those who buy 
manuals of this type for utility 
rather than by the pound... 
will like it.”’ 


BE ic 255 6 Ss + aise eka $7.50 


plus postage 


SEND FOR YOUR COPY—NOW! 


Front brief cover of clear ace- 
tate shows first page of a 
bound-in report. Smead Mfg. 
Co., Hastings, Minn. 


(Circle No. 131 on Reader Inquiry Card) 


a SEER EE ERE EE SE EE SEE SS 


ABBAS SRRSRSRR SRR RRR SREB ERR ER EEE EES 


FPBRABV BB BB BB BBBBBBBBBBBBBBEEY 


Please send a copy of the CORRESPOND- ; 
ENCE MANUAL on 10-day trial. If ity 
doesn't fill the bill ($7.50), Ull return 
for full credit. 


{] Bill us 


= 
-. 


[-] Check attached 
Name 

Position 

Firm 


Street 


sae BRR ER ER ESE EEE ES 


City Zone State 


DARTNELL 


4660 Ravenswood Ave., Chicago 40, ill. 


(Circle No. 14 on Reader Inquiry Card) 
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NO 
OTHER 


PAPER CUTTER 
Ry sur 
SO WELL 


TO SELL 
so LOW 


TT nenunnn api 


the precision Paper Cutter 


~ ZES 14” & 18” 


a MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
(Circle No. 37 on Reeder Inquiry Card) 


A CLEAN 
DESK TOP 


means 


CLEAN Letters, Papers 
CLEAN Hands, Clothes 


*y edemy aah, eneet™ ap 


GUMPTION 


For Gentle, Yet Powerful, Instant 
Super Cleansing Action 


Guaranteed to wipe away hectograph and 
duplicating inks-carbon and crayon marks, 
and most other type stains from linoleum 
and plastic desk tops and office machine 
castings. Non Abrasive—Guaranteed Not 
to Scratch! Recommended by Leading Desk 
Manufacturers. _ 100% Safe—Non-Caustic, 
Non-Infi , Non-Combustible. Avail- 
able in three sizes. 

Order Gumption from your local Office 
Equipment & Stationery dealers, or write 
for catalogue. 


Gumption Products Corp. 
56 Reade Street, New York 7, N. Y. 


(Circle No. 26 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES 


Secretarial chairs in distinctive new styles have 
been introduced in a new line by W. H. Gunlocke 
Co., Wayland, N. Y. 


(Circle No. 132 on Reader Inquiry Card) 


Photocopier features a new type of pre-mixed 
developer. The unit is “automated” by means 
of a convenient lever. Formfoto Mfg. Co., 
Villa Park, Ill. 


(Circle No. 133 on Reader Inquiry Card) 


Presentation binder is suitable for holding executive 
reports, sales material, etc. Front cover is transparent 
acetate, back cover is heavy pressboard. Available in 
12 colors —70¢. Acco Products, Ogdensburg, N. Y. 


(Circle No. 134 on Reader Inquiry Card) 
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Memo set in assorted genuine 
Formica wood-grain designs is 
a handsome desk accessory. 
Park Sherman, Inc., Roseland, 
N. J. 


(Circle No. 135 on Reader Inquiry Card) 


-_ 


For more information about any 


wo 
t 
/ product circle corresponding num- 


re ber on reader inquiry card inside 
back cover. 


Duplicated phone messages are 


automatically recorded with 
this unique telephone pad. 
You'll never lose a message, 
because once it is written 


down, it is transcribed directly 
on a duplicate message pad. 
Ca-Re-Bo Co., 2908 Emerson 
Ave., Minneapolis 8, Minn. 


(Circle No. 136 on Reader Inquiry Card) 


Waiting for the mai 


permits rest & recreation! 


Anything to pass the time! ( ntil 
the mail is opened and distributed in the 
morning. work doesn't really start in 
most offices. Which is why a MailOpener 
is such a good investment in even a small 
office—in time saved, and an earlier start 
for the business day. 

@ A MailOpener snips a hairline edge 
off an envelope. leaves contents intact. 
Opens big or little envelopes, any weight 
of stock. Faster, neater, more efficient 
than opening mail by hand. 

e Three models: LH, hand operated; 
LE. electric. semi-automatic. for medium 
mail volume: or the Model LA, electric. 
automatic, high speed MailOpener. Ask 
the nearest Pitney-Bowes office for a 
demonstration —no obligation, Or send 
for free illustrated booklet. 


FREE: Send for handy desk or wall chart of latest postal 


rates, with parcel post map and zone finder. 


MAILOPENERS 


Pitvty- Bowes, Ive. 
2966 Walnut Street, Stamford, Conn. 


.. originator of the postage meter... 
149 offices in U.S. and Canada. 


I» 


AA 


NOVEMBER 1961 


> a 


(Circle No. 48 on Reader Inquiry Card) 


Pitney-Bowes | 


rv-—— oe ee ee ee 


Send for FREE sample 


Orford 
PENDAFLEX® 
HANGING 
FOLDER 


1. LOWER-COST FILING 
2. TWICE-AS-FAST FILING 


3. SOLVES MANY FILING 
PROBLEMS CAUSED BY 
OFFICE AUTOMATION 


Fill in and return the coupon. 


Oxford Filing Supply Co., Inc. 
Garden City, New York 


In Toronto: Luckett Distributors, Ltd. 


FIRST NAME 
IN FILING 
OXFORD FILING SUPPLY CO., INC. 
19-11 Clinton Road, Garden City, N. Y. 
Please send FREE Pendaflex hanging 
Folder and Big 60-Page Catalog of 
Filing Systems and Supplies. 


NAME 
FIRM 
STREET 


CITY. ZONE 
Name of your Oxford Dealer 


STATE 


(Circle No. 43 on Reader Inquiry Card) 
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“execappeal” 


From the aspiring young executive to the 
corporate head — each takes pride in the 
appearance and comfort of his office. Bent- 
son’s matchless beauty and design efficiency 
can inspire this pride... pave the way for 
better job performance. 


Every feature is functional with lasting de- 
pendable service. Including the appealing 
color decor. Bentson reflects nearly 50 
years of providing quality steel office fur- 
niture that “really gives” and continues to 
“give” — year after year. 


Office contentment can 
be planned. A Bentson 
catalog is the begin- 
ning. Competent Bent- 
son office engineering 
will do the rest. 


BENTSON MFG. CO. 
. 650 Highland Ave. Aurora, Ill. 
TWinoaks 7-9237 


(Circle No. 8 on Reader Inquiry Card) 


AM YOURS FOR THE ASKING 


For more information about any catalog circle corre- 
sponding number on reader service card inside back cover. 
Paperwork Time Cut in Half 138 

\n S-page brochure describes the time and dolla 
savings which resulted trom the installation of an engi 
neering data microfilm system at Collins Radio Co. 
Phe brochure describes the automatic retrieval and dis 
tribution of some 2.000 to 3,000 engineering drawings 
daily. Included is a description of electronic telephone 
communications which automatically activate a quick 
access file of “Filmsort™ aperture cards and a section on 
microlilm mounting. Minnesota Mining & Mig. Co., 
900 Bush Ave. St. Paul 6, Minn, 


New Conveyor Ideas 139 

A d-page illustrated brochure explains some new 
Ways to cut costs with conveyors. Included are demon- 
stration photos of a new, simple type ol low-accumula- 
tion-pressure live roller and clamp-type carton sti kers. 
Write to: D. G. Tregilgas, Standard Conveyor Co,, 
North St. Paul 9, Minn. 


New Type Microfilm 140 

Unit Ganma Diazo Microlilm has ao mumber ol 
distinct advantages, according to the manutacturer, 
It has, the folder reports, a long tonal scale and 
excellent reprint density of film. The nature of the 
film eliminates the need for precision adjustment of 
individual frame-to-Lrame exposures when printing 
from images of varied originals. Automated) printing 
equipment can be used with the new microfilm: because 
roll-to-roll printing of originals can be accomplished 
routinely. Ozalid Div., of General Aniline and Film 
Corp.. Johnson City, New York. 


Transfer Process Addressing Machine 141 

Illustrated folder describes a new addressing machine 
which imprints directly from 5 x 5 inch master file 
cards. According to the manutacturer’s report, they 


have developed a coated media which gives a black © 


imprint that will not smear or rub off the back of the 
file card while it is being handled. Dashew Business 
Machines, Inc., 5655 Lenawee Ave., Los Angeles 16. 


Low-cost Procedure Writing Method 142 

I-page brochure describes the “Pro-Forms” method 
of machine accounting procedures writing. Included 
is a detailed explanation of how standardized “Pro- 
Forms” procedures kits may be applied to all sizes ol 
KAM and EDP installations. Write to: Pro-Forms Co.. 
P.O. Box 715, San Francisco 1. 


Movable Walls and Partitions 143 

Two fully-illustrated brochures describe a full line 
of movable walls and partitions. Included is informa- 
tion on various sizes, finishes, and surfaces, in addition 
to many problem-solving ideas dealing with sound, 
light, and trathe difhculties. Modern Partitions, Inc., 
Holland, Mich. 


ADMINISTRATIVE MANAGEMENT 
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NV Also worth writing for 


Automatic Merchandising 

“Blue Book of Automatic Me 
chandising™ is the tithe of a 214-page 
book containing illustrated infor 
mation about the automatic food, 
merchandise and service vending 
business. Listed are vending ima 
chine manufacturing — Companies, 
vendible product suppliers, and 
manulacturers OL component parts 
and services. Phere is a convenient 
listing by product lor easy reference 
$3 lor a single copy. Write to: 
N.AM.OA.. 7 South Dearborn St. 


Chicago 5. 


Scientist-Management Conflict 

“Can the Research Scientist \¢ 
quire a Management Attitude?” is 
the title of a study into a basic prob 
lem of vital interest to representa 
tives of industry concerned with re 
search and development. Stressing 
the point that management and 
search professionals have much in 
common, the booklet cites a mum 
ber of case histories ino which re 
search men made significant work 
suggestions in areas which are usu 
ally considered to be out ol then 
domain. Publications Othce. Bat 
telle Memorial Tnstitute, 505 Kine 
\ve., Columbus tL, Ohio. 


Communication Barriers 

\ I6-page, two-color booklet, en 
titled “Beware the C. B. Bird” (« 
B. meaning Communication Baa 
rier) deals with a number of com 
munication stoppers found ina 
typical business organization. Phe 
booklet is designed fon employee 
distribution, and attempts to solve 
some ol the aggravating Communi 
cation problems that beset all of 
us. Single copy $9¢. Enterprise 
Publications, 20 N. Wacker Drive. 
Chicago 6. 


Computer Characteristics 

Lhe computer characteristics 
chart, originally published by 
Adams Associates in’ July, 1960, has 
been updated to include the latest 
developments in the field of FDP 
Facts concerning 61 general pu 
pose, ULS.-built computer systems 
\nnual 
subscriptions are available in either 
pocket-size plastic covered booklets 


have been incor porated, 


NOVEMBER 1961 


or on six Sly X TE inch sheets at 55. 
Single issues 51.50. N. R. Statland, 
Charles W. Adams Assoc., Inc... 142 
The Great Rd., Bedford, Mass. 


Social Security Law 

“What the Revised Social Secu 
ity Law Means to You” is the tithe 
ol a booklet which details the re 
vised and increased benefits now in 
ellect. Included are sections on early 
retirement pensions, higher monthly 
payments for survivors, liberalized 
carning provisions tor retired pea 
ple, and increases in’ minimum 
benefits. There is also a question 
and answer section which coniains 
the thirty questions most lrequently 
asked by people interested in’ thei 
social security benefits. Single Copies 

25¢. Emplovee Relations, Inc., 19 
West 51 St... New York 1. 


Shipping Problems 

“20 Tested) Methods to Improve 
Packing and Shipping Operations” 
isa l6-page booklet containing tips, 
ideas, and suggestions for shippers. 
Included are chapters on salety, 
savings, product protection, and 
prope maintenance of equipment 
and lists. Phe information is the 
result ol LO vears experionce in soln 
ing shipping problems. Better Pack 
ages, Inc., Shelton, Conn, 
Investor's Guide 

“Investing For Income and Se- 
curity” is the tithe of a new booklet 
that warns against extremes in cau- 
tion as well as in reckless specula- 
tion. Stressing the fact that “there 
are no simple rules of investment,” 
the booklet describes the basic types 
ol investment. 25¢. Public Attairs 
Committee, 22 FE. S8th St. New 
York 16. 


Census Information For Business 
The Small Business Administra 
tion has prepared a new. leatlet 
which details the uses that the small 
marketing establishment mav make 
ol census information. Actual cases 
in which census statistical data can 
be of value are highlighted. ‘he 
leaflet is available at all SBA offices. 


Write to: Small Business Adminis- 
suilding, Wash- 


tration, Lalavette 
ington 25, D.C. 


The new 
ROBERTS E-77 


for precise 


ELECTRIC NUMBERING 


ase 
fai aie ee 


The Roberts E-77 heavy duty electric 
numbering machine is a_ highly versatile 
unit designed to number through carbons 
with exact positioning of the number 
through adjustable left, right and rea 
work guides. Instant choice of consecutive, 
duplicate and repeat. Eight styles of num- 
bering heads to choose from, with figures 
up to 5/16 in. Die plate offers 1 *4 Sq. im. 
of message space. Throat depth six inches, 
automatic cutout protects solenoid, plastic 
front safety guard, reversible rubber platen, 
choice of hand or foot operation. Roberts 
Numbering Machines have been famous 
since 1889. Write Roberts Numbering Ma- 
chine Division, Heller Roberts Mfg. Corp.. 
700 Jamaica Ave., Brooklyn 8, N. Y. 


HELLER . ROBERTS 


Manufacturing Corporation 
(Circle No. 29 on Reader Inquiry Card) 


PRINTS HUNDREDS OF COPIES 
= AUTOMATICALLY! 


rdit lary paper on the feed table . . 
onqueror feeds, prints, counts 
ples pe inute for penites per 

rus to 5 colors at one time on thin 
papers, cards, even newsprint, sizes 3 x 5 to 
’ x 15 in. Duplicator manufacturers since 
1903, Heyer has developed many important 
features others can’t match. Nationwide sales 


y le authorized dealers. Fully 
Automatic Electric “Me lel $299.50, Hand Op 
erated Model $214.50, pl <. Hever Inc., 
1822 S. Kostner Ave., Chicago 23, IN 


FREE! Memo Pad with your name on 
each sheet—Our demonstration by mail 


ro-cc-- elie etateeetatetetadeteds | 


| “““f HEVER INC., -61 
i 1822 S. Kostner Ave., Chicago 23, Ill. 1 
! Please send my free memo pad and in- # 
1 formation on the Conqueror Spirit Dupli- # 
r] cator. |!understand there is no obligation. 4 
Siar ' 
' NAME ' 
1 — ' 
! FIRM ' 
' oe ee ee 
| ADDRESS ——— ' 
' i eames 
1 CITY ZONE STATE_ 1 
ee 
(Circle No, 30 on Reader Inquiry Card) 
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Acco Products Div. of Natser Corp.... 69 
Agency—Geer, DuBois & Co., Inc. 

Acme Visible Records, Inc......... 74 
Agency—Cargill, Wilson & Acree, Inc. 
Administrative Management ....... 
American Building Maintenance Co., 

Div. of T & S Industries........... 
Agency—Richard N. Meltzer Adv., inc. 
American Telephone & Telegraph Co., 
Business Equipment Sales-General... 3 
Agency—N. W. Ayer & Son, Inc. 

American Type Founders, Inc., Busi- 
ness Equipment Div.............. 38, 39 
Agency—Douglas Turner, inc. 

Arnot Furniture Div. Royal Metal Mfg. 


ade ers as eae Ar 70 
Agency—thirurg & Cairns, Inc. 
Automated Gift Plan, Inc........... 9 


Agency—King Services Corp. 


B 
8 ee eee 50 
Agency—Frank C. Jacobi Adv., Inc. 
a a re 51 
Agency—Frank C. Jacobi Adv., Inc. 
Bell Telephone System............ 3 
Agency—N. W. Ayer & Son, Inc. 
ree 86 
Agency—JD Culea Adv. 
Bevco-Precision Mfg. Co........... 74 
Agency—Mar-Pat Adv. Agy. 
Brownville Paper Co............... 64 
Agency—Conklin, Labs & Beoee, lac. 
Bruning Co., Inc., Charles.......... 89 
Agency—Buchen Advertising, Inc. 

C 
GN PUR OO icc ce ce cececues 7 


Agency—tLaux Adv., inc. 
Columbia-Hallowell Div. Standard 

Pressed Steel Co.............. 3rd Cover 
Agency—Arndt, Preston, Chapin, Lamb 

& Keen, Inc. 


Dartnell Corp., The (Business-Letter 
Deskbook) ........... DES Oia cshcias 
Dartnell Corp., The (Correspondence 
Manual) 


re 68 
Agency—Hazard Adv. Co., Inc. 
Diehl Calculating Machines, Inc..... 34 


Agency—t. D. Zetlin & Company, Inc. 
Dolin Metal Products, Inc.......... 
Agency—Office Equipment Adv. 


E 


Eagle Pencil Co. (Eagle-Swingline) 

24, 25, 26, 27, 28, 29 
Agency—Shaller-Rubin Co., Inc. 
Eagle Pencil Co. (Stickpen)........ 78 
Agency—Shaller-Rubin Co., Inc. 
Eagle Pencil Co. (Writing Test Kit)... 79 
Agency—Shaller-Rubin Co., Inc. 
Eastman Kodak Co., Business Photo 
Methods (Verifax Equipment & Sup- 


Re BE ppt aie 71 
Agency—J. Walter Thompson Co. 
Eureka Specialty Printing Co....... 81 


Agency—4J. K. Assoc., Inc. 


F 
ne Ae 60 
Agency—Elkman Adv. Co., Inc. 
SR a eee 62 
Agency—Richard N. Meltzer Adv., Inc. 

G 
Globe-Wernicke Co., The.... ...... 48 
Agency—Perry-Brown, Inc. 

Graphic Systems ..........5655: . 83 
Agency—Caswell Adv. Agy. 

Gumption Products Corp............ 84 
Agency—Forwell & Ciampi Aav. 

H 
Hammermill Paper Co............. 17 


Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


TS oc clardvutie wens 9x bist tak 51 
Agency—The Jaqua Co. 
Heller Roberts Mfg. Corp.......... 87 
Agency—George |. Bushfield 
SE eae ere 87 
Agency—tThe Biddle Co. 
Hunt Pen Co., C. Howard.......... 51 
Agency—Wermen & Schorr, Inc. 

K 
Kano Laboratories ................ 75 


Agency—Bachrodt, Newell, O'Kane & 
Gano, Inc. 


L 
Letterex Garm., TH0.............5... 75 
Agency—Ernest S. Johnston Agy. 

M 
Magnetic Aids, Inc................ 50 
Agency—Dale Associates 
Management Control Charts Co..... 74 
Agency—Stern, Walters & Simmons, 
Inc. 
Michael Lith Sales Corp........... 84 
Minnesota Mining & Mfg. Co., (Thermo- 
[REP Se rae 56, 57, 58, 59 


ax , 
Agency—Erwin Wasey, Ruthrauff & 
Ryan, Inc. 


Moore Business Forms, Inc......... 4 
Agency—N. W. Ayer & Son, Inc. 
ts lt 46 


oo Davis & Newman, 
ne. 


National Cash Register Co., The 
(Business Machines) .............. 10 
Agency—McCann-Erickson, Inc. 

National Cash Register Co., The (NCR 


ARRESTS sg PRE ete eideteeiaiane 73 
Agency—McCann-Erickson, Inc. 

0 
Oxford Filing Supply Co., Inc....... 85 


Agency—Kelly, Nason, Inc. 

Ozalid Div. of General Aniline & Film 
ae 77 
Agency—Lennen & Newell, lic. 

Ozalid Div. of General Aniline & Film 


Corp. (Transfer-A-Matic) ...... 19, 20, 21 
Agency—Lennen & Newell, Inc. 

P 
Peerless Steel Equipment Co... ... 49 


Agency—Norman A. Strang Adv. 


Pitney-Bowes, Inc. (Folders & Inserters) 6] 
Agency—L. E. McGivena & Co., Inc. 
Pitney-Bowes, Inc. (Mail Openers)... 85 
Agency—L. E. McGivena & Co., Inc. 


Recordak Corp., Sub. of Eastman 
NE eters bes tana 4] 
Agency—J. Walter |hompson Co. 
Reynolds & Reynolds Co., The. . .2nd Cover 
Agency—Weber, Geiger & Kalat, Inc. 
Roberts Numbering Machine Div. 


Heller Roberts Mfg. Corp........... 87 
Agency—George |. Bushfield 

Roberts Rubber Co., Weldon....... 75 
Agency—La Porte & Austin, Inc. 

SS eee 35 


Agency—Shaller-Rubin Co., Inc. 

— McBee Corp., Data Processing 

i cass oe ait eerie Stich dicalons Sivicee 
Agency—Young & Rubicam, Inc. 

Royal Metal Mfg. Co.............. 70 
Agency—Chirurg & Cairns, Inc. 

Royal Typewriter Co. Div. of Royal 


McBee Corp. (Roytype Supplies)... . 67 
Agency—Young & Rubicam, Inc. 

Ss 
ie eee 45 


Agency—J. Walter Thompson Co. 
Sheppard Co., C. E. Div. of Yawman 

& Erbe Mig. Co., inc............... 
Agency—The Rumrill Co., Inc. 
Smith-Corona Div. of Smith-Corona 
I errs 30, 31 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


Standard Register Co., The......... 8 
Agency—Don Kemper Co., Inc. 

T 
Tab Products Co.............. . 8B 
AgencyH. M. Leete & Co. 

Tension Envelope Corp............ 66 
Agency—Potts-Woodbury, Inc. 
Thomas Collators, Inc......... .. 
Agency—Douglas Turner, Inc. 

U 
Universal Shredder Co............. 82 
Agency—Campbell-Williams-Stark Adv. 

V 
Ce 16 
Agency—Sanger-Funnell, Inc. 
a re 50 
Agency—Ritter, Sanford, Miller & 
Kampf, Inc. 

Ww 
Wasseil Organization, Inc.......... 47 


Agency—Wade, Walden & Whitman, 
Inc. 

on le, i a eee 80 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


X 
ere 4th Cover 
Agency—Hutchins Adv. Co., Inc. 

Y 


Yawman & Erbe, C. E. Sheppard Co. 
RAP OPES hon 


Agency—tThe Rumrill Co., Inc. 
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...how to make copies in minimum time (schedule sheets as well as forms). 
...-how to do away with retyping and rechecking. 


... how to eliminate errors in transcription, and mistakes 


caused by misaligned carbons. 
...how to hold down costs—1¢ a sheet, letter-size materials. 


All this and more you will find in the free booklet, Time Saver for Tax 


7 
. 
Accountants” just printed by Charles Bruning Company. Ps o- 
. 


CLEARLY, YOUR CHOICE !IS (BRUNING ) — 


Every year more and more offices learn the tremendous savings 


Py 
e 
“the Bruning method” makes at tax time. But even old hands will : 
, : : : 
want to see the mew savings available this year—new copying 2 CHARLES BRUNING COMPANY, INC. pee 
i i j i 1 “4 j 2 Mt, P ll. 
machines, new applications, convenient new materials that cut 5 Sete eres ae 
= In Canada: 103 Church St., Toronto 1 


tax work for both State and Federal reporting. Please rush my free copy of 


. 
7 
by “Time Saver for Tax Accountants,”* 


Tax time may be an ideal time for you to start with a new 


: 

Bruning copier. If so, Bruning makes it easy tor you to buy F Mlee eons vanans 

—with a new lease-purchase plan. You'll find that in your : Compsny...... 

free booklet, too! ee ee 
Py GN ia ddwtntesss sudounews 


It’s full of ideas—saving ideas—get your free copy now. 


(Circle No. 10 on Reader Inquiry Card) 
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One of the informal “Circles of Knowledge” sessions at the SPA meeting, Cleveland. 


TOWARD TOTAL SYSTEMS 


THE HISTORY of all life is the history of change, from old to new, from 
aging to re-birth, from simple to complex to relormations and new begin- 
nings. The living reality of company management carries no exemption from 
this inexorable decree of time. Sometimes its concepts evolve so slowly as to 
escape detection. Sometimes technological breakthroughs impose changes 
so swiltly and so vast as to frustrate and contuse and upset old standards. 
Most often in our century, managerial thinking has reacted to a combination 
of forces: some of them gradual, others lightning-like. 

At the three-day International Systems Meeting of the Systems & Procedures 
Association last month, conferees in session alter session grappled with the 
newest of these forces, and in the course of earnest discussion fitted them into 
cogent maps of where we are, and where (administratively speaking) we seem 
to be going. The Cleveland meeting reviewed a good deal that was familiar, 
and its maps were sketchy in places, but in this concentrated exercise, with 
certain major themes recurring—expressed with the urgency of people aware 
that big things are happening—vou could almost believe you had witnessed a 
chapter of evolution taking place. 

The dominant theme of them all was Total Systems, that concept of inte- 
grated administration tying together, for maximum efficiency, the many 
“fragmented” systems which had once been deemed good enough for any 
well-run company. A big order, this, but a necessary one if management is 
economically to receive the “total” information it needs for its operating 
decisions. A big order, probably an impossible order heretofore but a realistic 
goal now, thanks to computer technology. Thanks also, in part, to that new 
kind of high-level administrator, appearing now in more and more corpora- 
tions and responsible for achieving that goal: the administrative vice-presi- 
dent. “The computer’ —declared a speaker at one of the informal round-table 
free-for-alls which SPA grandly titled “Circles of Knowledge” —“‘is the catalyst 
awakening management to the viability of total systems. Once you're at that 
stage, the administrative vice-president very logically Comes about.” 

Nearly a century ago, Victor Hugo said there is one thing stronger than 
all the armies in the world, and that is an idea whose hour has come. The 
hour is at hand for many ideas which are going to affect our traditional con- 
cepts of administrative management profoundly. 
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contemporary / by columbia 


Here is office furniture expressly designed to complement the architect’s own thinking, the 
designer's own feeling for beauty-blended-with-function. It is spare—almost stark of line— 
without an ounce of fat in the styling to get in the way of clear thinking, of effortless, efficient 
action. Contemporary has tremendous authority, and distinction, and versatility. Its good taste is 


timeless. Write for brochure and names of dealers. Available on Columbia's flexible Lease Plan. 


where reliability replaces probability 


COLUMBIA-HALLOWELL DIVISION Spe JENKINTOWN 47, PA., SANTA ANA, CALIF. 
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Here’s a better, more practical way 
to reproduce engineering drawings — 


1. Saves time of engineers, file clerks, 


draftsmen 


2. saves space—compact card files replace 
bulky drawing files 


3. saves materials and mailing costs 


Turn out high-quality prints on ordinary 


The benefits of a unitized microfilm 
system begin at the drafting board 
and spread throughout a company to 
save time, materials, and space. 

1. Important savings result from 
more productive use of engineers’ time 

.no costly waiting for prints. 2. Size- 
able reductions in materials and mail- 
ing costs provide further savings. 
3. All drafting can be done in pencil 
on plain white paper .. . no inking on 
expensive vellum or linen 

A unitized microfilm. system has 
three basic steps: microfilming origi- 
nal drawings or changes; mounting 
the individual microfilm frames into 
die-cut apertures of data-processing 
cards; and, from the cards, automat- 
ically enlarging the microfilmed draw- 


ings into workable size by a xero- 
graphic printer. 

Dry, positive, reduced-size prints 
on ordinary paper—easy to read and 
easy to handle—emerge in seconds, 
ready for immediate use. There is no 
refiling. The quality of xerographic 
prints is superb, yet they are so inex- 
pensive, engineers may discard them 
after use. 

Unitized microfilm systems offer 
many other striking economies. Our 
booklet on benefits is yours for the 
asking. Write Xerox Corporation 
(formerly Haloid Xerox Inc.) 61-251X 
Haloid Street, Rochester 3, N. Y. 
Branch offices in principal U.S. and 


Canadian cities. Overseas: Rank- 
Xerox Ltd., London. 
(Circle No. 64 on Reader Inquicy ard) 
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push the button 


and copies flow! 
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